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ABSTBACT 

This aanual, developed to provide vocational 
instructors or coordinators vlth aodel training plans to be used to 
conduct concurrent work and education programs for disadvantaged and 
handicapped students, has the purposes of: (1) serving as a 
description of the kinds of contipnt that should be included in a 
training plan, (2) serving as an example in d4>scussing training plans 
vith eaplojers, (3) assisting vocational instructors in developing 
training plans, and (4) serving as one source of occupational content 
for several coBnon occupations.* Each training plan, or occupation, 
identifies the target population. IChe foraat shovs approxiaate tiae 
needed to learn the job skill, a list of learning activities, 
on-the-job training needed, in-school tiae needed, and spaces for 
evaluation ai^d for the individual stud; assignments The training 
plans include assembly line worker, a^toaobile-service-station 
attendant, bus boy, carpenter's helper, cook helper, dishwasher, ^ . 
general\ far ■ hand:, general housekeeper, grocery cashier, laundry 
vorker, < Xavnaover repairman, aachinest helper, sail clerk, physical 
therapy aide, steaa table server, and stock^clerk. (BD) 



Docuaents acguired l)y EBIC include lany inforaal unpublished 
■aterials not available froa other sources. EBIC aak-es every ej^fort 
to ojbtain the best copy available. He^ertheless, iteas of marginal 
reproducibility are often encountered and this affects the quality 
of the licr.oficbe and hardcopj. reprodoctions EBIC aikes available 
via tbe EBIC Document Reproduction Service^(EDB;S) . «EDBS is not 
respoiisible for the quality of the prigjLnal docaaeiit. Beproductlons 



supplied by EDBS are tlie best that can b^e made frps the original. 
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FORWARD 



This manual is a |)art of . the continuing effort of Vocational Edu-, 
cat:Mpn at Infiiana, UniveVsrity to assifst vocational , personnel who have 
responsibilities 'for/ cdopefr&tive programs.' a The Effort is dii 



rected to- 

: ward aiding the. ins-tructor^ of students who havfe academic, social, 
/ physical, 'or .dth3|fh:^ handicaps that prevent them from succeeding in regular 

■ ■ ■■ ;]'\ ' ■ > * ' ' * 

cooperat^e programs Thus, th^ mat6riaJ^s contained herein are occupa- 
t^onal tra^^nifrg Vplelns for a variety of pdssi^tole occupations that dis- 
advantaged and handicapped isthdents in vocational edVicjation mayv undertake. 
^ The appjtoach used xn the development of the tf^iping plan memual ' 
. involved, pi^eparing vocational'' tearchers in the techniques of training ^ . 

?*pl^ -development and then HaSring them ^return to their communities and 

: '* %^ ^ ? . ^^-i J; ■ ^' ■ ^ ■ . ' 

undertake tlie development of^nibdel training plans. We are indeed gra^e- . 

■ - y ■ ^ . . ■ . ' 

■■ ■ ' ^ ■■ ^ ■ -.'^ . ■ 

- ful to those. vocational instructors* who contributed training plans and to 



yie 'rep>rosent|i,;tives of bus±nes$ 'and industry who assisted the vocational 

V ^ ■ ■: V. ., V » - >■ i>. . ■ ' f ■ 

;• • ;■■ ■ ' S- ■ ^ 'K ^ 

i instructojts "i^ developing the*Tra4-i)ing«plaiAs c la addition, we are appreci- 

. afive gft ,the encouragement of Mr. Roger C. Newnum, Chief Consultant for 



' ft- 



Disadvantaged and Handicapped, Division^ qf Vocational Education, Department 



of P^lic In^jruption and of the support of the <Itidiana State Board for 



V 

Vocational an^ Technical Edxjmjation. 
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OCCUPATtrONAL TRAINING PLANS FOR VOCATIONAL PRCJGRAMS 
?0R THE DISADVANTAGED AND HANDICAPPED 



OVERVIEW OF THE MANUAL 

The developmen|t , preparation, and dissemination of a manual of typical 

I ^ ' , . 

occupational training plans for disadvantaged or handicapped students ^ 

vocational education constituted the primary purpose of this project. 

It may be noted that an increasing number of vocational education effort^ 

for disadvantaged and handicapped students involve actual work ex^^rience. 

In order for this work experience to be educatic^ally sound, there needs 

to be a formalization of the relationship between school and the work * 

coiTOiunity. In addition, a 1974 study indicated that occupational materials 

were a prime need of vocational 'teachers of the disadvantaged and handi- 

capped.^ Thus;, this project is aimed at filling a void in the educational 

repertoire of vocational instructors of disadvantaged and handicapped 

I 

students. It will serve as a guide thtft cam be used in many ways as wilL 

) - * 

be evident from reading the subsequent pages amd applying the recommenda- 
tion^ contained in the manual. 

PROJECT RATIONALE 



The provision of actual work ^experience is becoming an increasingly 
important part of ^vocational education for disadvantaged and handicapped 
students. Students are being afforded. the opportunity to learn occupa- 
tional, social, and personal skills in real life job settings under the 
supervision of the school and a cooperating ^employer. *The theoretical 

basis for such con6urrerit work and education experiences lies in the . 

f 

belief^ that significant education does take place in the real world and 
that students having disadvantagements and hamdicaps may leaurn readily 



^Thomas White, Vocational Education for the Disadvantaged and. Handi- 
capped in Indiana, A Status Report (Indiana: Indiana University, July 1974). 



and experience success ir> actual job settings. The historical basis 
for such arrangements lies in a proven effective method of providing 
vocational education, cooperative vocational education. Thus, the emer- 
geuce of concurrent work and education programs for cjisadyantaged and 
handicapped students is consistent vodational education efforts in 

behalf of such students apA is patterned after a highly successful method 

? — f*^ 

of delivering vocational education. 

While cooperative vocational education has evolved into a rather 
highly structured set of operating prinqiples, this is not necessarily the 
case with concurr^t work and education efforts for disadvantaged and 
handicapped students. For example, cooperative vocational education 
emphasizes providing students an education that will lead toward an 
identified career. Concurrent work emd education e^Cpef iisnces for dis- 
advantaged and handicapped students may have other primary purposes, such 
as student motivation, development of employability skills, or socialization 
While major differences may exist between the operation of a cooperative 
vocational prog*?am and the operation of a concurrent work amd education 
experience for disadvantaged ^md hetndiaapped students, some similarities • 
do exist and it is important that teachers and administrators responsible 
for delivering concurrent work and education experiences for disadvantaged 
emd handicapped students be aware of the structure of cooperative vocational 
education, , — 

The major similarity must be that both cooperative vocational edu- 
cation and concurrent work fluid education experiences for disadvantaged 
and hamdicapped students axe school sanctioned leeuming involvin^g instrUc- 
t ion outside the school. Since cooperative vocational education is schools 



sanctioned and u|3ually involves high school credit , it is incumbent upon 
the school and the vocational instructor to inspire that the experiences 
realized by the students are consistent with the goals of *the program 
and the needs of the students, * Ultimately, then, the schools must 

accept the responsibility for assuring ^that Learning experiences are in 

*' . 

the interests of the student. Most often the technique employed involves 
the assignment of a vocational' instructor who coordinates the students^ 
ih-school learning with that* which occurs in the work setting. 

The mechanism used in cooperative vocational education for providing 
the coordination between the in-schoo'l and on-the-job learning experi- 
ences is a training pl\n Or schedule of student learning activities . 
This instrument is appropriate for disadvantaged" anxi handicapped students 
who will be etirolled in a concurrent work amd education program of 
vocational education. Individually tailored and jointly developed, the 
instrument will document quality control of the learning experiences for 
students both in the school and on-the-job. 

A training plan l>ossesses several distinct chauracteristics. First, 
it is developed for an individual student in order to describe the 
necessary in-school and on-the-job learning experiences that trn^st be 
provided in order for the student to achieve specified gdml:?. Second, it 
is cooperatively developed by the school repr^entatives, or coordinator , 
and the employer, or training sponsor . Third, it consists of the following 
parts: d) a list of student learning 6pcperi6nces sequenced in an order 
judged appropriate by the developers, b) an Approximate time for each of 
the learning eacperiences , c) an indication of where the learning is to. 



occur, d) the evaluation that will be used to determine when sufficient 
learning has occurred, «ind e) suggestions of individualized or supple- 
mental learning that maV be provided the student, 

* ■ 

In summary, training plans are an integral jpart of cooperat:ive 
vocational education that can be ivsed in concurrent work and education 
experiences for disadvantaged and handicapped students to direct the 
vocational instruction needed by such students. 

It most certainly must be recognized that there is no simple way to 
classify disadvantagements euid handicaps and subsequently prescribe voca- 
tional education as a remedy. Disajdvantagements and handicaps take many 
forms and result in a multitude of prpblems for students. However, it 
should be po^'ssible to view ealj^ student individually and tailor in-school 
and on-the-job ^^ocational exp^j^iences to help a particular student over- 
come his or her hamdicaps to X^fe maximum extent; possible. A training 

pl€m will aid- significantly in the identification! of studen^t heeds and , 

/ ■ •* 

the structuring of an appropriate learning experiences. - 

/ , 

USE OF THE MANUAL 

, This mauiual was developed to provide vocational instructors or 

coordinator^^ model tratining plams^^to^be used to conduqt concurrent work 

. ' • ' 

and education programs for i3isadvantaged and handicapped students. The 
training plans contained herein should be used as guides in developing 
local training plans by vocational teachers. ' It shou}.d be noted that a 

deliberate atten^t was made to include breadth in terms of the types of 

■ i ■ ■ *■ . , • 

disadvantag^enta and hsmdicaps found aioong students and breadth in terms 
of the scope of occupations covered. While every model training plan 
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represents tbe best judgment of the developer and the business or Indus- 
try representative who participated in the development of the training 
plans, the manual should not be conceived as a single source. of learning 
experiences needed by students with various types of disadvantagements or 
handicaps. The purposes 6f the manual, then, include: 1) to serve as a" 
description of the kinds of content that should be included in .a training 
plan, 2) to serve as an exeunple in discussing training plans with 
employers, 3) to assist vocational instructors in developing training 
plans, and 4) to serve as one source of occupational content for several 
common occupations. It is recommended that the manual be used by the 
vocational instructor in the initial contact with a potential employer. 
The instructor can use an exaunple from th6 manual to describe how the ^ 

concur reat work and education experience of the student is a joint 

- . ' I ' 

responsibility of the school and* the employer. From this standpoint the 

manual will serve to increase the understanding Of the total effort on 

the part off the employer and increase his/her appreciation 'for the educa- . 

tional value of work with the student. 

THE DEVELOt>MENT OF TRAINING PIANS ^ ^ 

The highly complex nature of the inttjr action of a disadv£uitaged or 
.handicapped student in vocational education with the dual learning 
environments afforded by concurrent work and educational experiences dic- 
tates that, a training plsm must oe developed for each student^ 

Training plans^eure developed at the time when the qtudent.is both 
enrolled in the concxirrent work and education program and employed. 
Throughout the period of vocational ins true t ion # the training plams should 



be viewed as a flexible tool which can be modified or revised as student/ 
i needs change. From the very outset o,f a cooperative x^elationship with / 
an employer, a diligent eljfort should be made to involve the employeif in 

the training plan utilization.^ Below are listed the sequential steps for 

. . ^» / 

training plan development. / 

/■ ' « ' ■ / 

1 . Assess the students' needs . As a professional educator J t-^e 

/ ^ 

coordinator is ^dble to analyze each studentPand identify the m^br goals 
that are to be attained by that student through a goncurrentt work , and 
education experience. For excimple, a student with a learning disability 
may require experiences in which he or she can find immediate measured 
of success. Accordingly, the coordinator should know what interests and ' 
strengths the student now possesses; e.g,, being outdoors, or taking care 
of pets. • Obviously, to recognize student needs will require the instructor 
or coordinator to search school Records, talk with other ^professionals 
who know the student, and hold one or more interviews with the student. 

2. Know the community . The needs of students must be considered in 

• relationship to availadjle training stations in the community, -fie^bre 

^> ■ >, ■ 

students are placed at training sites, the coordinator should ''^aye jnade 

■ 

a thorough canvas of potential training sights «md obtained as much 

» K 

information as possible about the nature of stations and of the persons 

who are ,in' supervisory capacities. For example, it may be very unwise to 

' , . "~ # 

place a student ^ith an emotional disability in a t^faining sight which 

V 

involves considerable job s^ess. 

3. Gain a knowledge of the occupation . Onc« a training site is 
located, it is necessary for the coordinator to understand the' occupation 

12 
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.J • ' ■ 

into which the student will be placed. This is important because the ' 



primary responsibility for the training plan 4eVeiopmbht' is' neces- V 
sarily that of the coordinator. Job knowledge ,iaay- be acqujired 'By , 
a) discussing the job with t^he employer, b) usiog resources such ^is 
^The Dictionary of Occupational Titles , c) observing other ^workekfj per- 
forming the job^^r d) discussing the jqb.with i^ncumbent workers. 

'4. ^ Draft the training pleun . Using t^he' job knowledge and the analysis 

of student's needs, the, coordinator pr^f>ares a rough draft of the possible 

' i 

training; pltfn. Initially major categories^ suc^)'{is safety or clean-ilp, 
are listed'. Then, possible learh'ahg activities are skietched in each of 

'1. . - ■• 

,the*'categcrrles . . ' • * 

,. ' t '. . . », ' ' ' ^ 

5,. - fiiscus^S; the dr^ft ,with 1?Kb cmj^loyer . At ^th^s point an appointment 
^should be made with the.,qmployer to dlficu^s t^^' rough draft in depth. 
Major questions shofUld b^^^kiik^d: wKat -additional learning oxpcrioncco will 
b# nce'^qd on the job? Which of the oxperiohcca will bo provided on th<? 

' ' • • • ■ . . ■' "v ■ ■■ " 

job, 'in* the claasroom, at both locatiohs? Ar'o there circumatancea within 

■tljl'ii job that flhpul'd bo daref uliy .'coniiidored when pj.«(cirng a-ut^udtiint with 

< ' ' -■1' '. ' 

certain idisntifiod idinadvantageiA^onts and handicaps? What ia the approximate 
timoi for each' pf the 4d<intiifl«d loaning activitiw? Whut in the boat 
<iequdllOft pf the loarning activitieu? Are there materialu or reaourcoif 
that night be provided t^:^0 etiident . tp aupplement the claflaroom «n<i on the 
job oxporienceif? Are there iaxperioncoit that 'jjoioh/t. be added to enrich the 
atudont* to total learrivlng? Can the learhlhg •xperiencea bo evaluated 
adequately? 

6, Cdnp^iote the training lUfth , With input from tliui/ ottipioyor and the 
coorVli^tor *a oWn profoaa^onat knowledge # the training plan can bo completed 



This involves preparing the training plan formally in a presentable fashion 
It is also possible to discuss the content of tjie training. plan with the ^ 
students at this point. Thus, the student having some personal JLnvolve- . 
ment with the training plan might be mor^ ready to accept the iMrning 
that will be expected of him or her. ^ 

1, Disseminate the training plan . Copies of the compl^^^ted training 
plan should be distributed to the employer and the student and a copy 
should be maintained, in the student'^s ro^ord. When the training plan is 
given to the employer, it should be reeini.;>aaized that it is a flexible s 
document that can bo modified aa student needs change or additional 
information becomes evident. 

B. Use the Training Plan . The training plan is a dynamic document 
that should guide ^ the student ''a in-ochool and on-the-job education. 
ThuH/ a coordinator can use the document to structure claauroom ,lear;ning 
experiences for a particular student. A coordinator also should use the 
document to check the progress of the student in tl«i work aituation. In 
other words, whonover the coordinator y^oits with an onqployer of a wtudent^ 
the coordinator uhc^uld review the progrcms of the iitudent. If the student • 
^^rogroBf^^ln not wtiat wan expected, then the employer and • the j Coordinator 
will need to consider alternat iv^^earning activitlee. 

The preceeding atepe doner ibe the training plan development proceae. 
T»ie effective utilization of training t^iane ie directly related to the. 
Importance t^ie coordinator places on the training plan and the cohfidenoe 
the coordinator has been able to achieve with his or h«r cooperating 
employers. Continuing and effective utilisation of the training plan will 
add significant credibility to the concurrent work and education experi- 
ence for dlsadvante<ged and l^iandlcapped etud^nta^. 

8 

14 



On the following pagas ar^^^isted model or scimple training plans 

for sixteea occupations that inigjit be pursued by disadvantaged and/or * 

handicapped students in a concurrent work emd education setting. Although 
*» - 

they were developed by vocational instructors with input from business' 
and industry representatives, the 'training plans must be conceived as 
guides. Particular student needs, program structure, and community 
resources will play a major part in dictating the contents of local 

A 

training plans. In no case shoulQ the accompanying training plans be 
viewed as entirely appropriate until the coordinator has completed the 
steps described on the preceding pages. 



. Occupation - Assembly Line Worker 
Suggested Target Population - Trainable Mentally Retarded 



Ifi 



Description of Target Population - U following training plan is designed to be used with trainable 
mefltally retarded individuals. ' Ihe plan contains an outline of areas that should be covered 
during the in-fl,chool"and, on-the-job training exjieriences. Therefore it is ti^cessary' that some' 
background infottiation relative to teaching niethod61oc[y and the skill aquisition leveUf the 
trainable, mentally retarded be given. r ' ', > ' 

Itie TMR is in; individual who at the prevycational age level has usually had near normal' . ■ 
physical developBfcnt, although their emjtional and iflental (intellectual) abilities are 
limited, ihe IMi^ at age 18 uffually has a mental age level of anvwhere fronf 5 yeajs to ^ 
years depending On the intellectual functl^ining". abilities. It therefore is roost IJOElortant to 
recognize that .gs IMR l?anis through concrete exanples and actual experiences at the task 
to be mastered ''lesson plana and experieyqes'jn school and. on the job should be practical, 
siiiple, totally fncrete, and broken-down Inti), small parts for more effitient skill development 
by the student tMinee. Any skill tojbe learrrtid should firstibetalk Analyzed by the tea'cher 
so that the parts are presented in their proper sequence and -at a reaft^sUc r/ite. Time and 
repetition are necessary for full mastery of, a skill. During the initial training stages a 
maximum amount of supervision and structure will be necessary. ' Althoi^gh the supervision may 
be decreased as the skill level increase?/ /structure should ^ways be'j| part of the m work , 
envlronjient. . • ' , \ ' 



TMimifi m FOR COOPEMTIVE VOCHTIONAL EDUWTIOII 



/ ( 

jfie ( Name of Business Firm) w ill pennit (N^to of student) / f rom I (Name of School! 

High School to enter their establishment as an employee under the supervision of v M, ' ■ — i- 



for the 



pyrpose of gaining knowledge and experience in the occupational area of_ 

/ 

t . ..^.,JA ' Employee in a Sheltered Workshop 

the student may prepare for a career as m_JzJL—u — - 



AssemblJ Line Worker jq , • 



Approximate 
Time 



five weeks 



lERlC 



Learning Activities 



Develop Eniploymeint Related Skills 

1. Know how to endorse and cash a pay '/ 
check 

2. Know how to spend money wisely for 
savings, necessities,, and recteation 

3. Know how to call in sick 

4. Know to stay home if ill 

5. Know what time to get medication if 
necessary for seizure control 

6. Know when break and lunch times begin 
and end 

/ 

Develop Sorting Skills / 

1. Sort itens by color / 

2. Sort items by shape /' 

3. Sort itemfl by size / 

4. Sort items by pattern 

5. Sort Items by tex^ire 

6. Sort items by a stated quality 
criterion 



/ 



m 



In 

School 



X 
.X 
X 
X 
X 
X 



Evaluation 



Individual 
Study Assignment 



Apply for and receive a social 
security card 



20 



Approximate 


1 




. In 




Individual 


--Tiiiie 


.Learning Activities 


OJT ' 


School 


Evaluation 


Study Assignment 


r 

X ten -weeks 


Develop Paper Products Assenbly Skills 
1. Collate different papers into the 
proper sequence • 


X 


X 








2. Staple papers together, jieatly 


X 

1 


• X 




. ■ 




3. Fold papers to fit an envelope 


X 


X 


4 






4. Stuff envelopes with folded papers 


X 


X 








5. Address envelope labels forOnailing 


X . 


X . 




'i 




a. remgve preprinted gunned label 












1 a. place iaoei m iront center ot 
! envelope 
















f 




ten weeks 


Uim Efficient \!St of Hand Ikxils Skills 

1. Loosen and tighten nuts and bolts with 
wrenches 

2. Tighten and loosen screws using a 
screwdriver- 


X 
X 


X 
X 




• 




3. Cut and strip wire using wire cutters 


X 


X 




I' 




4. Haniner i nail 


X 


X 






V 


5. Remove nails Using a claw hamer 


X 


X 








6. Drill a hple using a hand drill 


X 


x' 






1 


7. Use a power drill safely 


X 










8. Cut wood with a hand 'saw 


X 


. X 






1 


9. Use a power saw safely 


X 










10. Sand rough wood snooth using sand pa- 


X 


X 




/ 


' ' ' 


per and a sanding block 












11. Use an electric sander safely 


X 










12. Take the lid off of a paint can using 


I 


X 








a can opener 


1 










13. Stir paint thoroughly with. a stir 


X 


X 




1 




. Btic^ 












14. Carefully apply paint using a paint 


'X 


X 








brush \ 


i • 




* 


[ 




15. Clean brush with solvent ' 


X ' 


X 






\ 


■ f 

l"l ' ' n 








1 



Approximate 
Time = 



Learning Activities 



OJT 



In 

School 



Evaluation 



Individual 
Study Assignment 



twelve weeks 



ERIC 



Develop Hardware Assettbly Skills' 

Note: For this "in school" training task 
the teacher will need to obtain some "work 
samples" froni -local industry or the school 
system. Create two separate assembly lines 
One line to assemble the work sanples, and 
the second to disassemble and thereby re- 
cycle ,the parts back through the assembly 
section. This exercise should gimulate, an 
actual work environment as closely as pos- 
sible. Schediile the lines to run periods of 
time that ir\crease each day to build en- 
durance and lengthen attention span. Ana- 
lyze the task and assign one, job to each 
individual, , A token reinforcement system 
that works on a piece fate model will add 
to the realism and increase the production 
rate. ■ • . 

Develop Hardware Assembly Skills 
1. Complete one assigned job on the 

assembly line 
'2. Conplete two or more assigned jobs on 
the assembljt line 

3. Change jobslwhen asked and coii?)letQ_ 
the new job 

4. Work as a materials handler 

5. Increase production rate to the bast 
of ability 

6. Do work in proper sequence 

7. Keep materials and tools in proper 
place during work period , 

8. Alert supervisor if assistance is 
required . 

g". Control individual behavior and act 
.■sin\^ socially acceptable manner 
a. remain in seat at the work area 
without disruption 



X 

X 

X 

X 
X 

X 
X 



Approximate 

"Time' 



Learning Activities 



OJt 



In 

School 



Evaluation 



Individual 
Study Assigitnerit 



continuous 



y r 



■ y 



' b. share tools with other iforkers 

c. cprttrol individual behavior in 
j ■■■ , break -and lunch -areas 

d. accept criticism without anger and 
or frustration 

e. follow directions in a responsible 
and trustworthy manner ' 

f. display interest in work and striv^ 
to increase skill level v 

^ 'g. work along side another individual 

cooperatively 
10. Use' tools in the proper manner,;' , 
U. Select correct tools for assigned job 
and prepare work area to con|)lete .the 
. , Job, ' ' ...... 

■ I' ■■" r ' 

Observing Safety in the Work Area , , 

1. Keep table and floor swept and 
uncluttered ' ' ' « 

2. Put work materials^^way at the end 
oi the work day 

3. Put tools in proper storage area at 
the end of the work day 

4. .Report all broken and damaged tools 
or equipment to supervisor 

5. Know how to report a fire 

6. Know location of all fire exits 

7. Practice use of a/ fire extinguisher 

8. Know how to report an accident or in- 
jury 

9. Know where to get first-aid , 

10. Walk only in designated walkways 

11. Do not stop to talk to or distract 
other workers 

12. Smoke only in designated areas 

13. Wear safety clothing 

14. No loose clothing near power equip- 
ment V 



'•X 



X 

-X 
X 

X 

X 



X 

t 

X 
X / 



X 
X 



X 
X 
X 

X 
X 

X 



X 
X 
X 
X 

x 

X' 
X 
X 

X 
X 
X 

X 

X 

X 



r 
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'Approximate. 
■ Time ' 



,^•>/'A•.•.■;■.^^.^v^•• 



nil. 



. ; ' • ' ' * ■ -v, 



21 




■I 11 1 ^1 



;;'2i'.Kn<jW;yf|^rf tOvCiJt^^^^ bus 

;;''4;-;Xn6i!tte'^ if necessary 

,rj,1';-.l£ii&^ the bus 

;''6i.*1$Jo£^ from bus stops 

'^?;7^.lfl^oi^v■lH3v;^^^^^^^ ride the bus 

■;8. •■'iiii;,how' t^^ to stop 

: ;;;;:''r!'^^^6theJi: ;than^ s^op/d'S ;:(i;.l08est 

:V>;:^;|fl::job.;.:;;;f 

y:]^,:;l[i^^ in 



■■am 



m 



■ ■' ■* I 

' t;,, 



OJT 



X 



Evaluation 



Individual 
Study Assignment 



I 



28 



1 

Occptlon - AutoBobile-Service-Station Attendant 



Suggested Target Population - Buotionally Disturbed 



29 



Definitioii of terms ' <. 

The EBjotionally Disturbed - An emotionally disturbed child, for*purposes of special education, 
is one who after, receiving supportive and counseling services available to all students designed 
to improve learning and adjustment in the regular classroom, is^ chronically unable to make 
constructive use of his school experience, as manifested by an inability to develop socially • 
and emotionally and learn at the same rate as his classmates and who requires the provision 
of special educational services. '/ 

Automobile-Service-Station Attendant - Automobile-service-station salesman) filling-station 
attendant; gasman) gasoline-station serviceman; gas-station attendant; gas tender; punpmani 
salesman, gasoline; salesman, oil; service-station attendant. Services automobiles,' buses, trucks, 
and other automotive vehicles with fuel, lubricants, and accessories: Fills fuel tank of 
^vehiplfis with gasoline or diesel fuel to level^specified by customer. Observes level of oil 
in crankcase and amount of water in radjator, an* adds required amounts of oil aim water. 
Adds necessary amount of Met to battery,^ washes windshield of vdhicle. Lubricates 
vehicle and changes motor'oil [Lubrication Man], Replaces lights, and washes and'waxes 
vehicle. Collects payment _for services and supplies in cash or by completing credit card 
sales form. May adjust brakes [Brake Adjuster]. May sell batteries and automobile accessories 
usually found in service stations. 'May assist in arranging displays, taking inventories, and ■ 
making daily reports. ( Dictionary of Occupational Titles 915.867) , • " . , 



TRAINING PL^N FOR COOPERATIVE VOCATIONAL EOyCATION 



The tName of Business Firm) W1 1 1 pemii t (to of fiMif^PnH 



from (Name of Schloll 



High School to enter their establishment as an employee under the supervision of (namei ■ f or the 

purpose of gaining knowledge and experience in the occupational area of qis.flfi? Mmmhiifi sp.rvice that 

station Attendant ,/ 

the student may prepare for a career as a(n) Momobiie service station Attendant > 



Approximate 
Time 



four weeks 



three weeks 



32 



,er|c 



( 



Learning Activities 



Background Training: Qlass Activities in 
Uni^erstanding Onese^ in Relation to the 
World of Work 

1. Analyze self concept 

2. Analyze lifestyle goals • 
, 3. Recognize personal preferences 

. ., a. Caree^Activity pref . \ 
b. Data-People-lhings pref. 

4. Gain insight as to personal aptitudes 

5. Gain insight into "Who are you?" 
Parent-Aduit-Child 

6. Gain insight into "Who are you?" Human 
needs 

.7. Gain insight into "Who are you?" T^pes 
of personalities " 

Hunan Relationships 
1. Learn what iDOtivates people to behave 

in specific ways 
2. .Learn to pick up social clues by ■ 

"reading" others 

3. Learn how to'positively influence 
• others 



OJT 



X 
X 
X 



In 

School 



X 
X 

X 
X 
X 
X 



X 
X 
X 



Evaluation 



Individual ., 
S^udy Asslgiment 



. / 



1 and 2'. 

3 / 

/ 
/ 

4 and 5 

7 and 8 
9; 10, and 11 



12, 13, and 14 



15, 16 ' 
18 and 19 



. 33 



^Number codes jxt^t to 
IndlviLal Study Assisnnents 
listed on pages 11- 12. . 



Approximate 
Time 



Learning Activities 



OJT 



In 

School 



Evaluation 



Individual 
Stucly Assignment 



three weeks 
1» 



two weeks 



one week 



eight weeks' 



Employer s Co-Worker Relationships ■ 

1. Learn the effect of personal attitudes 

2. Det'eijiiine what an erployer might 
reasonBbh expect of an employee 

3. Determine what an employee might 
expefct of an employer - 

4. Learn methods of getting along with 
co-workers ; 

Exploration of Materials which Describe 
Work in Service Stations 

Preparation for Se'rvice 

1. Stock windshield paper towels on 
island 

2. Fill windshield bottles * 

3. Fill radiator buckets 

4. Stock cigarette supply on island 

5. Check personal appearance 

a. personal cleanliness ^ 

b. cleanliness of uniform and st)oes , 

Service on the Island 

1. Initial customer contact 

. ^ a. friendly greeting ' 

b. suggest fiir-iq> 

c. repeat customer's order to him 

2. Remove gas cap and place it where it 
will not be forgotten 



X 

X 

X 
X 



IX 

X 

X 
X 



X 
X 

X 

X 



X 
X 



X 

x 



20 
22 

23, 24, and 25 
26,27,28, and 29 



3 ofl2 ' 



V 



Approximate 



Learning Activities 



OJT 



In 

School 



Evaluation 



Individual 
Stuity Assignment 



3. Reset punp ' ' 

4. Place nozzle in gas tank properly 

5. Clean all windows except rear window 
of convertible I 

6. .Clean wiper blades . 
7. Clean outside, mirror 
_ 8. Cieck -radiator (know proper way to 
remove cap to prevent iumS) 

9. Check battery 

10. Check 'transmission fluid 

11. Chfick oil and show dipstick to cus- 
tomer 

12. Inspect iires while working around 
car and i^ low, invite customer to 
tire inflator 

13. Remove nozzle from tank and replace 
tap 

14. Total the sale 
■a. read pump 

b. figure tax 

c. make change 

15. Know company products; be. able to ' ' 
answer customer questions (i.e. ^ 
regarding appropriate grade of gas 
or weight of oil) 

16. Leai^n appropriate selling techniques 

a. be pleasant 

b. be honest 

. c. look customer in the eye 

d. talk intelligently about the pro* 
duct - 

. :. e. Make si^gges.tions regatding pur- 
. chase of products other than , 
gasoline 



X 
X 

X 

X 
X 
X 

X 
X 
X 



^ X 

\x 
\x 

\ 

\ 



X 
X 



J' 



X 
X 
X 
X 



X 
X 
X 



31 



32 , 



I ^ 



Approximate 
Time 



two weeks 



Learning Activities 



f . "Demonstrate" need for product 
whenever possible 

17. Learn two and three man (method of 
servicing automobiles \ 

18. Provide street and highway informatioh 

a. know community 

b. learn to interpret and distribute 
map^d to give accurate verbal 
directions 5' 

19. Learn to handle customed complaints 

a. listen without overreacting 

b. make reasonable atten^it to retain 
customer goo<}will 

I c. Refer customer to proper person for 
major adjustments • 
d. Obtain customer signature for cash 
adjustments ' , 

20. Thank customer for his business and 
encourage return business 

Cashing, Checks 

.1. Learn and obserjve station's chkk ^ 
' V cashing policy ^ 
2. Learn specific procedures and safe- 
> guards 

a. accept checks only^ for amount of 
purchase 

b. Insist on p/oper identification 
from customer 

c. Put endorser's -address, dtiver's 
' license number and license number 

of vehicle on check 

d. See endorser sign check 

e. See that there are no erasures on 
check, that-it is in ink, and that 
written and numerical 'amotints 
agree f 



X 
X 



X 
X 

X 
X 



X 
X 
X 



X 
X 



« In 
School 



X 
X 



X 
X 
X 



X 
X 



Evaluation 



Individual 
Study Assignment 



5 Of" 



Approximate 
Time " 



one week 



10 
0) 



four weeks 

■ / 



40 



ERIC 



■ Learning Activities 



f. Accept no post dated' checks, 
government checks or- counter checks 

g, Cabh traveler's checks only if they 
are signed in your presence 

p 

Charge Tickets 

1. Learn and observe station policy re- 
garding apjlroval of charge requests 

2. Learn company procedure for filling 
out ticket including such things as: 

a. customer's name 

b. account number : 

c. number bf gallons of gas 
' d. type of gas 

e. price per gallon 

f . any other items sold 

g. total sale 

h. date „ 

i. initials of ialisperson 
j. license number 

k. signature of cuatonier 

3. Learn to operate machine to stamp 
customer's charge plate 

4. Learri proper dispersal of charge 
copies to customer and' conpany 

Cleanliness 
1; Learn to keep the drive neat looking 
and clean 

a. Arrange and clean display merchan- 

,diflO 

b. Wash or wipe off piimps 

c. Naih or wl|)« ojf ligna 

d. Wash island and Island poloi . 
,e. Check pumps for damagt and liaki 



OJT 



fx 



X 

X 

/ 

X 
X 
X 
X 

X' 
■X 
X 
X 

' X 



X 
X 
X 
X 



If) 

School 



Evaluation 



Ifidlvldwl 
Study Assignment 



' Approximate 
. Tine 

\ 


7^ — ' 

Learnlnt} Activities 


1 

OJT 

vv 1 


' In 


i 

brOIUQllUn 


Individual 
diuujr Mssignnienv 




I. Nasn drive and clean up oil spots 


X 










/ ux^iy .wrasn Darreis 


V 
A 


X 


f 






Hf ricK up loose liner 


V 
A 


X 






{ 


i« tJicCK ^uuuers anci orains 


Y 
A 










1 ^lAAn AAllttl^CI An 1 A 1 Anil 1 ^ mU^a 

j« viean covers on isianQ Ii9nt8 


A 










..X. now 9ra88 


V 

X 










^* lAam^ proper nousexeeping for the in- 












Sloe 01 .the station oiiice 








- 




a, nop tne iioor 












wasn uie winQOWS » 


V 

X 










w« ciecu) waiis k woouworK 


Y 

A 


.t 








a. Clean, tna >arran96 nercnonaiSQ (uBc 




V 
A 








plays 








•1 ' 




e, vssjivj vastepaper Daiketi 


V 
A 


X 








r« organize Duiietin boards 


V 

X 


X 








9i Qusi ana organize vorx tables 


Y 
A 










Hi renvve'Qiriy uniiorns and ra^s 


V 
A 










i« Clean urinxin^ zountain 


V 
X 










J. poiisn inetai sur^c^s 


V 

X 










j« j^am proper maintenance lor biiixdin9 












exterior and tne grounds 












Ai wasn or paini vans 


' X 

} 










W At* IA*4a^ a a _ AAA bbbJ tkJllL&AiBi>J_ 

D« vain or paint fences and billboards 












4. Learn proper cleaning techniques for 












i^estroons 








■ * 




a. nop iioors 


V 

X 


v 
X 








b. clean mirrors 


. X 


o 

X 




• %■ ( 




A aIa&a lAkdakAM>> 

c« clean lavatory 


X 


41 

X 


f •* 






A WAAK till 1 ■ M9\A UAAl4uA1fV 

a« vain vans ana vooovoix 


y 

A 


y 
A 








A A 1 A ft M A^MMHIAa A ftMk Jl M a ft^ 

ti ciaui connoao (uia Bcfit 


V 

k X 


V 

X 








f. refill suppliai of loap, papar 


X 


X 








towelB and toilit papar 










\ 


g. iii{)ty watte' recepticlei 

• 

h 

1 


X 


i 


* 


j 



Approximate 
Time 



Learning Activities 



OJT, 



i In 
km 



Evaluation 



Individual 
Study Assignment 



four weeks 



0 



ERIC 



;es 



General Maintenance ^ , ', 

1. Learn proper maintenance procedures 
^for air cqj|)ressor _ 
va. drain water once/week • ' . ^^''t 

b. check oil each week 

c. oil motor monthly 

2. Learn proper maintenance 
for puiops and hoses i' ,. * ■ .', 

a, always^ reset punp ^efore'.|uping-/'' 
on to prevent shearing of cii!E)liter 
pin 

b. do not leave hoses on drive where 
they might be run over 

, 3. Learn proper maintenance |)rocedure8 
for lights 

a. replace bulbs 

b. test fluorescent lights to deter- 
mine which has caused series .to go 
, out ■ 

c. notify maintenance if circuit 
breaker continues to go off 

4. Learn to prepare for cold weather 

a. shut off outside water faucets 

b. drain outside water lines 

c. blow water out of outside air linet 

5, Learn to prepare for wind stonns 

a. lay all movable signs on ground 

b. , remove all outside displays 
' ' c. latch all doors 
/ 6.' Learn and observe lighting schedlilc 

a. turn pump apd ID sign lights on anc 
off at ptescribed times . ,,V, ; 
' b. turn island lights on^'ato, off, at 
prescribed times ' • • • 



X 



X 

,x 

X 

X 
X 
X 

X 

X 



"■I, .'>' 



Approximate 
Time 



one week ' 



10 
10 



three w^elca 



I ■ * / '* 



teaming Activities 



c. tum lights in station on and off 
at prescribed tiroes 

d. leave pump and ID lights on when' 
dark or^ rainy 

7. Learn and observe painting schedule 

a. paint building, signs and fences as 
directed by the conpany 

b. exercise car^ not to, splatter paint 
on walks, drive or equipment 

Receiving Merchandise from Tank Trucks 

1. Take tank readings before and after 
delivery 

2. 'Record tank readings on delivery tic- 
ket ' 

Change of Shifts 

, 1. Incoming and outgoing shiftmenl 

a. count change fund separately and 
record data 

b. count the inventory and record 

c. read pump meters and.record 

d. compare readings afid'-accoiint for 

' differences v.' nrly- :, 
2. Outgoing shiftnanr-. ■•iiC;:^-''; -vv'^ 

a. count cash from d^UjjrJai^^ 
record on daily r^pb^^^>;;;;:VM,,j^;;'y 

b. make out bank depo^J.;t 'i 
requested ' 



Continuous Safety Procedur)9B';^;.> ' 

1. Post no smoking signs on .drive 

2. Allow no smoking by sta^f or customers 
oh drive \ 

3. Dispenfle fuel only when;,Vehicle motor 
is shut off :rd'/'< 



OJT 



'X' 



In 

' School 



X 
X 
X 



Evaluation 



Individual' 
Study Assignment 



34, 35, and 36 



47 



■■4 



, J 
9 Of 12 



• Approximate 
Time 



u 

0 



<8, 



Learning Activities 



OJT 



4. ' Keep premises free from rubbish v 

5. Clean only w^th fionfiamable liquids ; 
never use fasoline, naptha, etc. 

6. Learn location of hoses and fire 

' extinguishers and proper extinguishing 
oethodEf 

7. Do not sell flamnable liquids into 
portable containers under 6 gallons 

, unless they are red, metal,, have 'a 
tight; closure, and are fitted with a 
pour spout 

8. Allow'no sales of i gasoline over 6 
, gallons except into fuel tanks of 

vehiciefl whicti^re connected to car- 
. buration systems of the vehicles 
9'. Allow no self-service except on punps 
designated for self service 

10. Collect from customer after nozzle has 
been removed from his car and returned 
topuifl? 

11. Store 'en|)ty pop bottles in their cases 

12. Clean ice and snow from walks and 
drives V 

13. Allow no drinking of alcoholic |)eve- 
rages on^ premises 

14. Place station signs away from publli; 
sidewalk! and pedestrian right-of- 
ways , 

Enployce Safety 
, 1. Know not to carry excessive amounts of 
money 

l' J||W not t,o argl|e or fight in the 
' ''^yih^!pf.,a;yobboi;yi cpnc.intritfl'::.pn 




X 
X 



I" 

School 



X 
X 



Evaluation 



individual 
Study Assignment 



* y. v'}- > 



, '1'^. 



49 



Approximate 
Time 



Learning Activities 



' OJT 



^ In 
School 



[valuation 



Individual / 
Study Assignment 



■ h 



» ■ '■...,'■'"■1 



^ — ^ : — 

4. Know not to report details of a 

robbjpry to passers by n 
■5. Know not to give out information on 

gallonige or money handling procedures 
6. Count money out of sight of customers 

" preferably in locked back room 
,' 7. Know procedares for dealing with civil 

disturbances: ■ 

a. contact supervisor 

b. contact police 

c. shut off punps or have «lectric ,1 
coifany cut off power to prevent , 
dispensing of flammable pr9ducts 

d. lock 1$ all merchandise securely 



X 

1 

X 
X 



X 

X / 

X./ 



\ 



■'1"', 
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Individual Study Assignments 

1. "Ondera'tanding Yourself," Chapter 6, Succeeding in the World of Worfe , 
McKnight, 1975. 

2. Foundations for Occupational Planning » Film, Society for Visual - 
EducatJLon, 196li;;, , \ ' • : 

V!^3i; "Analyzing qoals: Activities," in Individualized Related Instr^uctipn 
For Entering the World of Work , McKnierht, 1974. . ? 

4. Exploring the World of Work , Tape, H. W. Wilson/ ^- , ' . 

, 5. Hall Occupational Orientation Inventory , Follett, 1^8. 



&;^''%"People-Data'-Things Evaluation," in Individualized Related Instruction 
' for Entering the World of Work , McKnight, 1974. 

7. United States Employment Service, General Aptitude Test Battery . 

' ' t t ' •' ■ ^ ■■ ' • • ' ' 

"identifying Your Aptitudes and Abilitiep^r in Individualized Helated 
Instruction for Entering ^the World of Work , 'McKnight; 1974. 

9. Born to Win , (Chapters 2, 5, 6, 9) Addison-WeiSley Publishers, 1971. 

Games Peopl^ Play , Grove Press, 1964 (Part I). 

11. Careers , Prentice-Hall, 1974, Chapter 3. / 

12. Motivatio n ami. Personality , Harper, 1954. 

13. Careers , Prentice-Hall, 1974 , Chatpter 4. 

14. Making Vocational Choices , Prentice-Hall 1^.73. 

15. Succeeding in the World of^ Work , (Chapter ef^^McKpight, 1975. 

16. You , Frank E. Richards Publishing Company ^ 1^173. r ' 

17. The Silent Language , Fawcett Publications,^ 1959. '\ 

18. How to Win Fyiends and Influence' People , Simon and Schuster, 1936; 

19. Engineering of Agrjiement , Film, Roundtable, 1958, 

20. succeeding in the World of Work , (Chapter 4) McKnight, 1975i ' 

21. '' You and Your Boss ,** Coronet Films, 1968. " 

22 • **Employer*EBq?loyee Heletionships # " in , Individualised Related 
Instruction foy fntering ' the World of Work , McKnight , 1974 > 



52 
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(Individual Study- AsBignnents cont,) ' 

23. Plqint:^^ Supervisors Problem Series , -Fiim, McGraw-Hill,, 1959. 

24. « Dealing with Problem People , . Film Serines Journal,. 1971. 



25. 



*'Co-Worker Case, Studies/* in Individualized 'Related 



Instruction 



^ for Entering the World of Work , McKnight, .1974. 

■ . ' ' ' ■ . '. . * ■ • 

26. Working in a Service Station , Filmstrip, £ye^ate House. 

27. J "Gasoline Service Station Atteri^airxtB , " CtccupAtione^l! OutlQok 

Handbook . , / 

i28. "Service Station Operation as a Career Careers Research 
Monog yjaiph V 1960 . 

b, with a^ Future in Automotive Mech€uiics , Grosset and Durvlap, 
19^0. ' ~ ^ 

30. Unit on Personal Grooming. 

31. Math Units: !toking Change, Calculating Sales Tax. 
32y " Engineering of Agreement ,^ ^Fllm, R^undtablef 1958. 

33. Succeeding in the World of Work , (Chapter 14) McKnight, 1975. 

You Hear the Explosion the Danger has Passed , Fi].m, Xerox, 
. 1969. V ' 

35. Succeeding in the World of Work, (Chapter 9) Mclfni^ht, 1975. 

On the Job , Frank E. Richards Pubilishing Con^any, 1973./ 4 



53 



33 



Occupation - Bus Boy 



Suggested Target Population - Mildly to Moderately ^Retarded 



■ » 



1 



ERIC 



51 



Cafeteria Bus Boy - The followirn training plan, concerned with teaching bussing skills in 
cafeteria type settings, is designed for mildly to moderately retarded persons (i.e. EMR to 
high-functioning IMR). %b plan is designed for use by the teacher during in-school instruction, 
,and by the employer for on-the-job training. Because of realistic difficulties in placing . 
retarded students in public restaurants, this plan is primarily intended for employees in 
cafeteria settings, such as ^^'ii^ols,, factories, hospitals, or other instit^itions. 

Prospective studer' :h ilan must be capable of following sequenced conroands, and 
.function flexibly enour v the variety of jobs which "bussing" entails. The teachtfr must' 
also realire that the, i ml steps must be thoroughly and properly fteqiiencedi and 
supervision of these speti... vocational students must be highly structured, lliis plan could ' 
be altered, obviously, to suit one's specific needs of instruction, as well as to include * 
retarded students with mild visuai auditory, or perceptual handicaps. Yet the physical * 
requirements of the job dictate tJ]af the studeiils must be at least near-nomal in physical 
developmek, especially in sp^eed, balance, and strength. They also need the ability for ' ' 
prolonged standing, walking, lifting,, .stooping, and generally good use of their hands and * 
arms., Itiese qualification might eljMte the orthopedically handicapped retarded student. 

'■'■■''I'.i) 



f 



TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION 



The (Name of Business Firm) will permit (Name of Student) 



from (Hxm c^f ^rhc^r^W 



HIgli School to enter their.establlshment as an employee under thp supervision of ' fM.n»>i f or the 

purpose of gaining knowledge and experience in the occupational area of ^^^-^^^ ^Ijf '^y • 
the student inay prepare for a career as a(nl . (cafeteria) bus Boy 



so that 



Approximate 
Time 



\1 



ERIC 



Learning Activities 



OJT 



— 

fltills Related to Job Success 
V Know how to use public transportat 

2.. Know personal data; naine, address, ^ 
. phone, social security 
, 3. Know how to punch time clock 
. 4. Know scheduled break and lunch times, 

5. Know how to call in sick'apd not to go 
to work when ill 

6. 'Know conpany policy on tardiness and 
absenteeism 

7. Know how to endorse and cash pay check 

8. Know how to save money, spend for 
necessities and provide for recreation 

Grooming. Skills '• ' . < .. 

U Keep body and hair clean and hair 
combed 

2. Use underarm deodorant 

3. Brush teeth and use mouthwash before 
^ work 

4. Keep fingernails clean and, clipped 

5. Wash hands after every trip to rest- 

■ room and a^ter' lunch and breaks 

■ 6'. Keep clean handkerchief for coughing 

• .and noseblowing, wash hands after' using 
handkerchief 



In^ 
School 



X 
X 

X 
X 
X 



,x 

X 
X 

X 

X 
X 



Evaluation 



V 



Individual , 
Study Assignment 



Obtain and be able to read bus 
schedule 

Apply for social security card 
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' Approximate 


1 




In 


■ 


1 

Individual 


.Time 


Learning Activities 


,OJT 


Schqol 


Evaluation 


. Study Assignment 




7. Stay cleanshaven 


X 


X 




i 




8. Use cosmetics appropriately. 


X 


X 








9. V9inen: Be' able to care for menstrual 


X • 


X 




« 




needs so as not to interfere with 


> 










work , , fl 












10. Hear clean 'underwear, socks and shoes 


X 


X 








U. Hear clean, designated unifom or 


X 


X 








■ work clothes 












12.. Wear clothing protection and proper 


X 


X 

A 








headware 












. Work Habits and Attitudes 






■J 

« 


> 




1. Remain with your assigned job and 


X 


X 








area, do not "wander" 








1 




2. Be polite and use good manners in all 


X 










situations 








\ * 




3. limit laughing and talking at inap- 


X 


X 








propriate times and places 








1 




4. Do not smoke on the job 


X 


X 








5. Learn not to make or receive personal 


X 


X , 




< 




telephone calls or receive visitors 












while working 


. 










6. Never use harsh language with custo- 


X 


X 








■ mers 












7. Limit use of the restroom ' 


X 


X 








8. Be friendly, to customers, especially 






1 






if asked questions but do not over^. 




1 








socialize . * 












9, "Be professional", work quickly,' 


X 


X 








quietly, and carefilly so as not 












to draw attention to yourself 

9 












1 




I 




i 

J 



Approximate 
. Time 



Learning Activities 



OJT 



In 

School 



Evaluation 



Individyal 
Study Assignment 



continuous 



0 



ERIC 



Safety in the Work Area, and Personal 
Safety • 

I. Keep floors mopped dm and dry to 
avoid falls; pick up debris 

2'. Do not use broken machines or equip- 
ment) report such to supenisor 

3. Keep work area clean 

4. Keep hant^ away from burners ( e.g. 
coffee refill stations), or other 
running equipment , 

5. Set tray firmly on table so it will 
not tip when stacking dishes :■ 

6. Watch for customers when carrying 
trays to tables, they have right-of-v^y 

7. Use cautiori when entering 'kitchen 
' area .when carrying stacks of trays j 

'or when entering restrooms with' 
cleaning equipment (Avoid bu!ii)ing 
into others) 

8. Wear proper head covering 

9. Do not wear! tennis or canvas shoes 
^or sandals when working ' 

10. Practice use of fire extinguishers. 

II. Know all duties and Ipcations of . 
fire exits in case of fire 

12. Practice giving information to emer 
gency people when reporting fire or 
.//.'jtcident /• 
I f )3. If^tnistomer is ill or injured, attenc 
Kim if possible, 'then call mana^ei 
v''T'or>t^rvisor 
.'14'.'' know where first aid supplies are 

\ kept, ahd practice using them 
•.15. Know general fire, and safety regu- 
lations of place of employment 
16. Be' familiar with general .safety 
. rules I and hpw to avoid coimbn causes' 



X 

X 
X 

X 
X 



X 



Continuously 
defined as 
when student 
performs 
behaviors 
and skills 
as listed; 
for job 
training 
competently 

Time adjust 
mentS' may be 
necefisary 
espe'cially 
with M 
learners 



■ ^v:'V:' 




continuous 



Ik 



eight weeks 



'17. T«i^ off all equipment when not in 
use, 6r if not working properly 

18. Do not attempt to carry too! many ^ 
Atrays of dishes to difihroooi, generally 
W'6-8 settings is enough 

19. Use caution, in ineasuring and' pouring 
solvents, disinfectants, and other 
.cleaning cheniicals 

20. Use both hands when;^us8ing or carry- 
: ing trays, for speed and safety 

21,.' {lee^ all unneeded supplies put away 
and return all equipment to proper 
place at end of day 

22. Never engage in "hoijiseplay" while on. 
the job ^ 

I ■ 

Bussing Tables 
1. Set bussing cart near table, not 
blocking aisle or set loading tray 
firmly on table ., ^ 

a 2. Use one hand to pick up pi|per; . place 
' on cotwct side of cart • 

3. Use other hand to" pick up silverware, 
keeping handles in same direction and 
load on cart , 

4. Using fubber .'scraper, scrape garbage 
from plate or tray into garbage a^ea 

, . on cart .■ 

5. Stack largest plate in center of - 
tray or cart 

6. Continue stacking with salad bowl, 
dessert piat6, and saucers. 

7. Stack glasses and cups in separate 

cart^area or part of tray (Do not 
double stack, or place other items 
in glassware. Do not empty contents 
.into garbage) . , ' 



X 



X 

X 
X 



/ X 



J 



I r^ l I ■ , 



Approximate 
Time . 



• 1 



learning Activities 



OJT 



In 

School 



Evaluation 



Iddlvldyal 
Study Assignment 



six weeks 



10 



ERIC 



/ 8. Continue with each place setting 
around t^lt until cart full or stack 
■ , up to 6 full settings of dishes at 
one time 

9. Puflh cart or carry' trays of dirty 

■ ' ' dishes to cotweyor or dishrooni ' 

10. Request help .if jaore than, three 
tables^lleediussing at op.e'tine 

\ 11. Properly unload cart and return; to 
' ' dining area with enpty cart ^ 

Cleaning Tables 

1. Jifhen dishe^ tenoved, use clean/ daoi) 
^ tovfel, to cl6an tables 
, 2. wipe from, middle to ends until entire 
.' table is clean . ' 
3. Cup hand and catch crumbs at' edge of 
table and' put 'cruiiibs in garbage . 
'holder 

-4. Wipe up major food messes^with nap- 
', kins first, then with towel 
. 5. Thoroughly clean- area where loading, 
tray was placed < > , 
6. Wipe exterior of salt, pepper,, condi- 
ments with towel' ' 
, .7: Arrange condiments, etC r in center 

■ ; of table 

/ 8. Wipe ashtray with- napkin pr repl»<ie, 
/ • ' ■• and stack dirty ones on tray 
9. Wipe off chairs with towel and push 
in neatly , / 
' 10. Pick up any paper or debris from 
around floor area' of'-table 

11. Rinse oi^' towel in clear, warm water 
before reuse 

12. Place chairs upon tables at, end of 
day ■ 



X 
X 
X 



X 
X 

x- 



X 
X 
X 



X 


X ' 






X 


X 


X 


X 






X 


X 


X 




X 








X 


X 


X 


X 

f 


X 





y I. 



Approximate 

Time 



SIX weeks 



four wcekfl 



Uarning Activities 



ERIC 



Filling Service Bars and Dishes 
h Check service bar for supplies and 
workinq condition of equipment 

2. At self serve bars, keep adequate 
supply of foods ( e.9. coffee, tea, 
ice, salads, condiments) 

3. Infopii waitress or kitchen help If 
supplies are low 

4; Fill augars, salts, peppers, creamer 

condiments, as needed 
5. Replace napkin supply as needed 

0. Watch bilverwarp and tray stations 
for supply and inform dishroom if 
supplies are needed 

7. Wrap silverware in napkins and place 
in containers 
Cleaning and Sweeping 

1. Clean and dry shelves 6f service bars 
and salad bars with clean towel 

2. Take coffee iind tea containcril, 
creamers f etc. to dishroom . 

J. Clean Ltlt and stainless steel 

arourid conveyor wltfi damji towel 
. 4. Wipe up or mop spllTed items ini- 

m«diately with cjean, odorless rnop 
'i, Use pusliLroom, iw^ regular broom 

with dustpan, to gather dry debris 
' from floor at service areaw 
♦j. Use vacuum on i.'arjjoi at end of day 
7. Put all cleaning supplies away when ' 

finished 

I</?ttlroom Clemiing 
I. Ust^ st^prtratif spungtis and cleanser to 
, clean slnkn and toilets, scrub and 
rlnsr 

L l')«crj disinfectants in toilet b(;wla 
regulur-^y 



OvJI 


In 

School 


Evaluation 


X 






X 






X 






, X 






' X 






1 

\ 

X 






X 






X 






X 






X 






X 






X 
X 






X 






,x 







Individual 
Study Assignment 



'of' 



* ' ApproidiDdte 
Time 



cxintinuous 




89 



ERIC 



Learning Activities 



' 3. Pick up paper towels and' debris from 

floor . ' 
■4. Empty trash ijit(i''inckierator or trash 

tag 

5. Refill towel conUiners (paper or 
cloth) 

6. Fill bucket with proper amount of 
water and soap solution « * 

7. Mop floor of restroora clean, leave as 
dry as possible 

8. Empty mop water and change yop head 
as needed ^ 

Customer Relations 

* 1. Carry full trays for children or 
adults as needed 

2. Pick up trays after customers are 
' seated 

3. If silverware is dropped, bring clean 
setting with napkin underneath 

4. Listen l| complaints and, politely 
answer questions. Refer questions 
to mailager as necessary 

5. Be friendly blit not overly social 
with customers 



. OJT 



In 

School 



Evaluation 



Individual 
Study Assignment 



70 



\ 



Occupation - Carpenter's Helpelr . 

til 

Suggested Target Population - EMR-Acadeiically Disadvantaged 



71 



Target Population - The following training plan Is designed for those wit 
reading difficulties, 



1 



\ 



ERIC 
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TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION 



jljg (Name of Business Firm) ' ^\]] ^^^\^ (Name of Student) 



from (Name of School) 



High School to enter their est-abHshment^as an employee under the supervision of j^,^) 



for the 



purpose of gaining kpledge and experience in the occupational area of oi.i4 construction worker s o that 
the student may prepare for a career as a(n) carpenter's Heipei;, . 



1 ( 



00 



Approximate 
Time 



two weeks 



on-going 



two weeks 



ERIC 



learning Activities 



Learn Employment Requirements 

1. Know program requirements 

2. Know age requirements 

3. Know job restrictions 

4. Know safety requirements 

Safety 

1. Exhibit safe working habits with hand 
tools 

2. Exhibit safe working habits with 

inflammable materials 

3. Exhibit safe working habits with 
inflammable liquids 

4. Know and wear proper work fclothing 

a. helmet 

b. shoes 

Job Requirements ' , ^ , 

1. Fill out job application 



2. Know how Social Skurity is deducted 
, and why 

I 

3. Know Intomal Revenue S6rvl(!d deduc- 
tions - riaioni 



OJT 



In 

School 



X 



Evaluation 



Dib;ussion 

M 



Obsenation 
On-going 



individual 
' Stu(|y Assignment^ 



Hand tool flip charts 
/2 



'0 



X I. 




Locate three jobB in''."want-adi''_ 
■and tell lob requifementi j 
Pill out tppltcatibh *' ■ ' 

a, with helpf . 

b. without Jflp . - . 
Fill'out S.S;iqtnn ^ H 



llito'i 




!tr to'filu 



Approximate 
Time 



Learning Activities 



OJT 



In 

School 



Evaluation 



hidividoa] 
Study Assignment 



two week 
on-going 



one week 
* on-going 



one week 
on-going 



4. Know entry level requirements for 
workers in this -field 



Hand Tools 
1. Know and us^ different types of 
■ hanmers properly 
a. use claw hoad 



b. use ripping head 



Learn to Properly Use Measuring Tools 
, 1. Use tapejneasures 
2. Use rulers (folding) 



Learn to Prop(*rly Use Cutting Too^s 

1. Use hand 'sawB 

■ a. rip ; , ^ ' 

b. crosscut 

c. special' 

2. Use drills 

a. hand 

b. auger 

3. Use shaping tools 

a. hatchet 

b. Chisel 

c. plane 



X 




X' 



X 
X" 

X 

X 

X 

X 
X 
X 



0 



X 
X 



X 
X 
X 

X 

X 

X 
X 
X 



5 



Observation 



Drives nails 
property, 
observes 
safety 
Rips boards 
apart safely 



Observation 
Measure 10 
different 
dimensions 

Obsenration 



Rip various woods 

'Cut various woods to size 



Drill correct size hole at 
proper location 



Sharpen stakes 
Rieset wood for hinges 
Square a wood block 



' •Approximate, 
Time 



one week 
on-going 

1/2 week 

ojj/^ week 



0 



one week 
on-going 

on-going 

1/2 week 

. 1/2 week 
'on-going 
two weeks 
on-going 
one week 
on-going 
odie week 

1/2 week 

•1/2 week 
on-going . 
1/2 week 

on-going 
, 1/2 week 

11 on-going 
' ERIC, 



Learni'ng Activities 



Learn to Properly Use Power Itools 
■1. Use electric hand saw 
JyUse 'electric fixed saw , ^ 
f. Know use of and recognize a router 

l£arn to Properly Use Staging and Exteniion 
Equipment, 

1. Select and use ladders ' 

2. Assemble staging 

I^arn to Properly Do Framing ' , 

1. Use nleasuring tools to lay out 16" OC 
-24" OC ■ ' 

2. Use squarre to mark layout 

3. "Stage" wall studs for use in correct 
stacks ■ I ■ 

4. Measure,' cut and secure "mud sills" 

r 

5. Fasten (nail, brad or spiitO -floor 
joist to layout 

6. Secure ceilingMst froro^stock and 
stage 

7. 'U5e nail m (air) safely 

I. Lay (Out floor decking 
a. fj]m types of floor flecking 

9. Heisure and cut ceiling joists to ^ 
repred lengths 

10. Spre and stack rafters or truss, 
. ilnits 

U/securc, stack and cover roof decking 

12, Measure and put to size required 
blocks and blocking using hand and , 
power skwB \ " 



Oil 



X 

, X 
X 

X 

X 



In 

School 



X 
•X 
.X 



X 

■''); 

X ' 
X 

X 

X 



• X 
X 
X 



Observation 



Discussion S 
observation 



Observation 



Discussion 



Obse'rvation 



DiscuBSion 
Observation 




. Individu' 
Study Assignment 



Tool identification 



Layout stud location on plate and 
mud, sills 

Stack various types of lumber 

Cut, drill (tooflize) 2" X 8" or ' 
other size lumber 
Parts of house slides 



Load and clean nail gun 

V 

10 

■} ■ ' ■ 

stick rafter lumber 
Stack roo'^ng materials 
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4 Of 5 



Approximate 
Time 



Learning Activities 



■'In 

School 



Evaliiatipn 



/'Individual 
Study Assignment 



on-going 



p 



Learn Proper Site Clean-up- 

1. Salvage useable materials 

2. Reduce safety hazards 

3. Sweep/clean site and'work area • 

4. Clean and secure tools and equipment 



X 
X 
X 



1 « t 



FRir 



X 



Observation 



:*>tudy A.ssiqnnv*nts and Film Mat 



All films listed aro avail' able from Indi.ina Univt»rsity, Bloominqtcin, 
Indiana. 

r. Sot»'*film on hand tool use: The Woodworker 11 min. I.U. 

r-ii*-*' 5^ safety: Safe Use of Tools ; A Safety Film for 

>v . ^^ Chii^^ !!jS^n . / LSC - 10 • 



3. See^ filin i^ire .' 11 min., FSC 1094; The Fire Triangl 

4*;. .Soe^fvia^ "Onv the Shop 13 min., LS 31 , ' r 

•/■■v^ . . vTv'.':- .■■•■'V . ' •■ , .. 

. •• .^4 . ' , • ■ ' ...... ■ ■ ■ r^'* • .7. , ■ . .. ^ 

,>5v' glidi^' an You Mant \t.p\ h€i- ^^^ ^ * 

S^e film oh lis ina ''hantiyljip^ : ^ :Fmi>d for Woodworking 22 min., 

7. See -film. OR- (Metric & English): Measurement 11 min., 
' FSC "1186 



8* See slides or film strip on safe use of power saws. 
9. See film on use of ladders. 
10. See film on types of floors ai^d tiypps of plyboard. 
Additional Films * 
Hand Plane li min. , MSG 413 

Hamd Saws , Cross Cut and Rip 12 min. , MSC 434^^ 

Safety in the Home 9 'min. , LS 4 

Building a Home 11 min., ISC S&S'" 

Homes Around the World 11 min.,^ GSC i015 



81 
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Occupation^ :- Cook Hdper 
Suggested Target 'Population - Academically Disadvantaged 



^ 



I 

Target Population • Food Services ■ Cook Helper organized subject matter and learning experiences 
related to tl^e sales supporting tasks performed by distributive employees in establishnents serving 
prepared fo6ds and drinks for consumption on th|ir own premises or at a place designated by the 
custoDer. 



^ ■ t 



TRAINING PUN FOR COOPERATIVE VOCATIOIiAL EDUCATION 



The (Nae of .Business Firm) w ill permit (Name of Student) f rOII) (Namij of School) 

High School to enter their establishment as an employee under the supervisioiii of • (Name) 



for the 



purpose of gaining knowledge and expefienee in the occDpalional .area of_, . ■, ' foo^ Services ■ , so that 



,the student may prepare for a career as a(nl cqqIc Helper 



i 



■If) 



Approximate 
time 



Learning-Activities 



OJT, 



In 

School 



Evaluation 



Individual . 
Study "Assignment 



two weeks 



all y^ar 



8er|c! 



Knowledge of Work Area 

1. Learn location of storage, areas for 
food stuffs 

2. Learn location of all cooking 
utensils and equipment 

' 3. liearn location of maintenance tools 

Care and Maintenance of Work Area ^ 

1. Know to keep floor cl^arn 

2. Know and 'Observe proper care and 
^ service of all equipment , 

3. Know and obsene proper care of 
cooking utensils * ' , 

4. Observe proper procedures for 
reaoving garbage and trash f rcfc the ' 
work area ' » 

5.. Know to keep food preparation counter 

t(5p clean at all times 
6. eipan and maintain stockroom 
7., K119W health department rule^and , 
.regulations .that pertain to proper 
70b performance , 



u 



t 

X 



"IS 



J- 
A X 



ApproximAte 

Time 



Learning Activitie.jt ^ 





■ In 




OJT 


Scliool 


Evaluation 


1, 

X 


! 

* K 




V 
A 


A 




X 


X 


.T 


X 


x- 




Y 
A 




M 

* 


X 












X 


X . 

V 




X 






Y 
A 


Y 


\ , 






i 






X 






X 






X 


X ^ 


A 


X 


X 
















X 


X 

Y 

A 


1 ' Lr 1 




X 






'^X 






' i 

4 


, 6 



Study 



i"' ''V 



V ■ 

I if 



It 



t 1.-J 



'•l. ■ 



Cook Assistance . '^"^ 

1. Obtain suppliartQlt c6ok 

2. Dish up individual servings of pre- 
pared foods 

3. ]jearn to observe proper storage* of 
prepared foods 

4. Prepare and deliver food plates to 
serving personnel 

5. Assist in preparation of foods upon 
request 

6. Advise cook on depletion of supply 
■inventory 

if'' 

Preparation of Fruits and Vegetables 
1.' Learn proper storage techniques 
2'. ' Leab proper cleaning techniques 

3. r Develop knowledge proper dressings 
, ioi, various fruits and 'vegetable3 

Use of Equipment 

1. ' Prepare equipment for use by the cook 

2. Assist cocJk in tlfe operation of 
equipment 

'3. Learji to clean, service, and store 
equipment^ 

4. ■ Lea^ to observe proper safety 

procedures ip the use of equipment 

Miscellaneous Responsibilities 

1. Develop pride in a neat, clean , 
personal appearance ' / 

2. ' Obsene proper dtess regulations , 
^3. Exhibit good working habits 

\. Develop good human relations skills 
in working with the* employer and 
other, employees 



It, '1 



Occupation - Dishwasher 
Suggested Target Population - Trainable Mentally Retarded 



Description of X'^get Population - Ihe. following training plan is designed to be used with ' 

• frainable mtntallySf^rded' individuals. The plan contains an outline of afeas that should 

be covered durii^g the in-school and on-the-job .training experiences.,. Therefore it is necessary 
' that some background information relative to teaching methodology and the skill aquisition ifvel 
of the trainable mei^tally retarded be given. ^, '/ ^ 

•flie TWll is an individual who at the prevocationil age level has usually had near normal 
physical development, although their emotional ahd mental (intfeUfctual) abilities are ^ , 
limited, llife Tf)R at, age 1.8 usually has a mental age levil of anywhere from S years to 9 
years depending on the intellectual fuhctionificj abilities. It therefore is most4mportant to 
recognize 'that the TMR, learns through concrete exaii|)les and actual experiences^t the task 
to be mastered. Lesson plans and e^xperlences in school and on the job should be practical, 
single,. totally concrete, and broken down into small parts for more etficient skill deve'lopmejvt 

• by the:\tudent trainee. Any skill to be learned should first be task analyzed by de teacher 
so that the parts are presented in their proper sequence and -at' a realis^tic rate. Time 
anijejietition are necessary for full mastery of a skill. During the initial training stages 
a- maximum amount of supervision and structure will be necessary. Although the supervision 
may be decreased as the skill level increases, structure should always be a part of the M 

■■^work environment. 



" TRAINING PtAN FOR COOPERATIVE VOCATIONAL EDUCATION 



(Name of Business Firm) ' w i 1 1 - penni t . (Namejof Student) frOIH (Name of Sdhool 



for the 



High School to enter their establishment as an emfllyee under the supervision of i^^) 
* • purpose of gaining knowledge and experience in tlie occupational area of 318.887 Kitchen Helper s o tjiat 
the s'ttfllent.iwy prepare for a career as a(n) Dishwasher . 




Learning Activities 



,OJT 



In 

Scliool 



Evaluation 



Indfvidual 
Study Assignment 



/ 



ERIC 



Orientation to Employment Related Skills^ 

1. ' Cleanliness and personal ^roAing 

a. Iceep liair and body clean 

b. use underarm deodorant 

c. keep uniform clean and dry 

d. wear clothing protection . 
^ , e. wash han'ds when arriving afworlc, 

after using 'rest room, after coffee 
breaics And lunch breaks 
f. Carry and use a handkerchief as 
. ■ ' necessary . • • 

2. Know how to use public 'transportation 
to get to and from work 

3. Know when bre^aks begin and end. If 
, , unable to tell time, use a litchen 
' timer \ " . 

4. Reporting illness 

' a. know hovf to call in sick 
, ' 'b. if' ill, stay.'heine . ' ' 

5. Obtain' a social- security car.d' 
.'6. ieam to handle, finances ■ 

■ a. know h6vj to endorse a paycheck 
' b. know "how to cash a paycheck 
,' cf. know how to handle' f paycheck^ ' 
nronprlv. to us'fi .fflonfiv wisely 



X 
X. 



X 
X 
X 
X 



X 
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Approximate 


* » » 

• * 




In 




1 

Individual 


Time 


Learning Activities 


OJT 


School 


Evaluation 


Study Assignment 


four weeks 


Sweeping^ and Mopping Dutii^s 












L Gather dry debris from the floor with 


X 


X 








d push broop and regular broom 


• 










2. Pick up debris and place debris in 


X 


X 








waste container 










> 


3. Fill a mop bucket with the proper 


X 


X 








aiw'unt of water and disinfectant solu* 












tion 








i 




4. Use a roop wringer on a inop bucket 


X 


X 








5. Mop floor of work area clean and leave 


X . 


X 








as dry as possible 












6. Mop under rubber floor mats and other 


X 


X 








floor coverings ^ ^ 












7/ Mop under and behind stoves, reftigera- 


' 'X ' 


X 


• 


\ 




tors, and other kitchen equipment 








1 




8, Change a soiled wet nop 


X 


X 








g DisDose of a soiled niOD ' 


X 


X 








10. Enpty niop water at end of shift or when 


X 


X 








dirty 




• 






.four weeks 


Cleaning and Washing Duties , 












1.. Prepare cleaning solution 


A 


X 








2. Wash work tables 


X 


X 








3. Washout refrigerators 


X 


X 








4. Wash out ^garbage cans and trash ' 


X 










recepticles 








1 




5. Wash'pots and pans<by hand 


. 










6. Wash trays, steam 'tables, and pans by 


. X 






















7. Wipe area around dish washer dry from' 


. X 










water over spray 




» 






two weeks 


Sorting Trash ,Duties 












1. Place garbage and non-burnable items , 












into containers with lids . 








* 


> 


2. Place burnable i^ens into separate 


X 


1 








containers 
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Approxiimate 
Time 



two weeks 



eight weeks 



r. '^s 



f. i 

ten Veeks ! I 



1* 



■1 '• 



'■j' J. 

'V. ■ ' ^ 



ERIC 



1, , . ) i 



■Learning Activities, 



" Garbage Collection wd Removal 
1, Put garbage and non-burnable trash 
, into proper receptacles for pick-up 
=2. Put burn{ibl« _ trash into incinerator 

^ Food and Kitchen Supplies Storage and 
•■ Trafisfer ^ , j. 
" il. Put produce, groceries, and st|)plies 
/ ' into storage room upon ielivery 
/ 2 Bring any food or supplies needed 
to work area 

Dishwasher Operation 
1. Prior' to wasHing: 
^ a. pre-scrape ^11 equipment 'and utenr 

, -bv pre-flush dishes to be washed 
\- ;c. pre-soak specific items to remove 
; ^ large food particles 
2., Check temperature controls to insure 
wash and rinse water are proper 
teti^erature^ , ' 
3J,fe^ automatic;^ soap and chemical solu 

tion 'containers, full 
4., Keep jets, noizles and other parts of 
ihe machine free of chemical deposits, 
debris, and soil, . 

5. Remove dishes from niachine and air ; 
/ 'dry prior to storage 

6. Load dish hplder carefully and proper 
ly for maximjimVcleaning and preventior 
of breakage • . 

?. De-lime dishwasher, once a month 
8. Do not touch 'silverware or glasses 
when removing washing containers from 

dishwasher': 



' OJT 



X 

, X 



X 
X 



X 

X 

X 
X 



X 
X 



In- 
School 



Evaluation 



Individual 
Study Assignnent 



9.7 



Approximate 
Time 



Learning Activities 



OJT 



In 

School 



Evaluation 



Individual' 
Study Assignment 



six weeks 



0\ 



continuous 



ERIC 



. 9. Wash silverware with prongs and bowls 
of forks and spoons up in containers 

10. ^ Duii^) the silverware from washing 

container with prongs and bowls up, 
to serving containers with prongs and 
bowls down 

11. Do not touch prongs or bowls \ 

12. Always wear head cover ^hen on duty 

Garbage Disposal Duties: 
■1. Use cold water when running disposal 

to keep motor cool 
,2. Sort pop bottle tops, and other metal 

from garbage to be disposed 
3. Sort out paper from disposal garbage 
4'. Keep hands away from disposal open- 
, ing at all times 

5. ' Push gari)age in with, wooden spoon or 

rubber spatula ' 

6. Get help if disposal jams. Do not 
• atten^it to free unit with hand 

\ » 
Safety in the Work Area ' 

1. Keep floors mopped dry to avoid falls 

2. Kee|() work area clean 

3. Report all machines and equipment 
that may be broken or not working 
properly 

4. Practice use of fire extingilisher 

5. Know location of. all fire exits 

6. Know how tj> report a fire > 

7. Know duties in case of fire 

8. Know how to re^rt an accident or 
injury 

9. Know where to get first-aid 

10. Keep all unneeded sipplies put away 



X 
X 
X 

,x 

X 
X 



X 
X 

f 



X 
X 
X 
X 
X 

X 
X 
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Approximate 
■ Time ' 



Learning Activities 



OJT 



In 

School 



Evaluation 



Individual 
Study Assignment 



0^ 



ERIC 



U. Follow directions and use caution in 
handling solvents, disinfectants, and 
other chemicals ■ 

12. Keep hand out of and away from run- 
ning equipment 

13. Turn off dishwasher if temperature 
is not right 

14. Do not open dishwasher, when in opera 
tion ' 

15., Do not touch soap when filling dis- 
penser 

16. )Ceep hands away' from garbage disposal 
, opening 

17. Take care when , removing dishes from 
washer so as not to be burned 

18. Use caution near hgt stove? and 
ovens 

19. Wear head cover when ort duty' 



X 
X 
X 
X 

I 

X 



I 



I 



Occupation - Genertf*. ^ani Hand 



0^ 

vl 



^ Suggested Target 'Population - Learning Disabled 



V 



s 



ERIC 
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Definition 



Leamihg Disabled r A student with neurological iinpairments/learniiji^ disabilities exhibits ■ 
severe specific defects in perceptual, integrative or expressive processes which severely " 
, impair learning efficiency. Neurological inpainnents/leaming disabilities include conditions 
which have been referred to as perceptual handicaps, brain injury, minimal brain dysfunction, 
dyslexia and developmental aphasia and may be manifested in disorders of listening, thinking, 
talking, reading, writingf spelling, or arithmetic. They do not include learning problems 
which are due primarily to visual, hearing, or motor handicaps, to mental retardation, ^ 
emotional disturbance, or to Environmental disadvantages. Children enrolled in programs for 
the' neurologically irapaired/loaming disabled shall be those who are' chronic failures in the 
regular classroom setting arid are seriously deficient in educational skills. 




TRAINING^PLAN FOR COOPERATIVE. VOWTIONAL. EDUCATION 

J' ' ■ ' ' ' . . 



Jhe ( Name of Business Firt) .w ill permit '' (Naif>& of Student) ; ' ■.f rom (Name of School) 



High School' to enter their estalillsh^ient as a'n €m[iloye^^r|(ler the siipervislon of (Name) ^for the 

(Hirpose of gilntdg knotileilge pd expeHwc^iithe;OCcliprifoitil irei of General Fan Hand ^ _so thit- 

■ ■ the student my Wiari'for rcam^^ cetferii famM 

Jf»\ 



ApproxtiMte 



. ten weeks 



0 



I 1 



•ERLC 



Learning "Activities 



Equipmen't . _ ' 

" ' 1. Learn to properly- opc^te a tract^ 

a. operate a .tractor 

b. operJiUhook ap attachraents ' 

c. dperate.-ljatli up attachmentB 
,/,d.* fuel and maintain-,, 

2.' Know and observe iaf«ty"procedurea 
, a. dD figt breathe, fud vapors , 
b. always dock beliiiiild bijfore backing 
v ■ uiJ equipiDont. . ■. ' 
■ q,:; flf]ur -off I "tractor engine wbcn check' 
\ ,; irtg beltj' and '.drives 
'■ ' " (|t keep haridflUnd.'looae clothing out 
|/,of uh'lversalu and cutting knives 
• «i 'always* apply brakes when, parking 
.equiplnent , • ■ ' 

'■' \\ I'.: dinot allow riders 
■:;.gi 4d not operate across 'steep slopes 
' h. bo sure slow moving vehicle sign is 
■ In place 
1 ■■; i. do.^iot fuel any nm^f'hinc wl)ilo 
; engine is hinnifig 
*,' j, noloct a gear that, is ^ppropriata 
" ' .„' ,' to aqiliptMnt and th« job to 
.:: 'bi 4oni ■ 



X 

,x 

X 
X 



X 
X 

X 
X 

■X 
X 



In 

School 



Evaluation 



Indivldua) 
Study Assignment 



Obtain Purdue Bulletin on 
Equipment from Purdue University 
or County Extension Agent . 
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Approximate- 
Time 



three weeks 



two wtekn 



Learnina Activities 


'OJT 


In 

ill 

School 


Evaluation 


Livestock- 








1; Learn proper handling of livestock 








a. move cattle from pens and sort 


X ; 






b. observe cattle in pasture for 








■ illness and breeding 








c. lead show cattle 


X 






2. Learn proper feeding techniques 








a. measure feed for each pen 


X 


X 




b. learn ingredients of feed and 


X 


X 




quantities of each 


1 


•• 




c. keep water before each animal 


' X 






d. bed animals and keep them clean 


X 






e. 'be sure animals are not overfed 


X 


f 




or foundered 




A 


\ 


3. Learn proper safety procedures 








"a. do not come between mother and 


X 






new bom animal 








b. move animals slowly without 


X 




exciUnent 








c. keep clear of kicking animals 


X 






* 

Buildings and Grounds 






i 


1. Learn to repair buildings 








a. nail up loose boards 


X 


X 




b. re-nail metal roofing 


X , 


X 




c. fix broken water lines 


X 


x 




2. Learn proper maintenanca ^ 


< 




\ 


a. paint buildings 


' X 


X 




, b. rehang gates 


X 






c. build feed troughs 


X 


X 




3. Learn iproper safety procedures 








a. keep eyes on what you are hitting 


X 






when unin^ equipment or tools 








b. UBC safety lino when on roof 


X 






c. pick up and destroy old lumber 


X 






with nails in it 








d. have tetnus shot 


X 







Individual 
Study Assignment 



Obtain Purdue Bulletin on Live- 
stock from Purdue University or 
County Extension Agent 



Obtain Purdue Bulletin on Buildings 
from Purdue Univerilty or County 
Extension Agent 
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Approximate 
Time 



Learning Activities 



three weeks « Fencing , 

; i 11. Learn proper maintenance procedures' 
' a. ;reUghten'barbwire 
' b.» stretch fence , 

c. set posts 
' d. -Staple fence to posts ; 
I e. hang gates 

2. Learn proper repair techniques'. 
] a. patch fence 

b. fix hotwire • 
\* 3. Learn proper safety wocedures' 
/a. wear gloves around\ire' 
:M b. unhook charger befori working om 
f hotwire 

I c. keep clear of stretchfe^d when 
loading " ' / 

Personnel " \ ' 

1. Demonstrate proper ajjp^aiiance ' 

a. clean clothing ;• ^ >^ , 

b. clean body and hair , \ 

2. Demonstrate proper atti'tudft , i 
■ a. -be willing to learn and' anxious to 

•. ' work 

b. enjoy your surroundings . ' 

3. Learn general safeSty procedures 
a< use connnon sense ' . 

b. be alert 

c. do not try to extend yourself past 
your capabilities 

General Safety Procedures to, Observe 

■Aroiind Fan ^ 

. 1. Do not lift excessive loads > 

' 2. Use parking brakes on all equipment 

when leaving seat 

3. Chock all machinery when parking on 
i.1 11. 



OJT 



X 
X 
X 
X 
X 

X 
X 

'/ 

I' 

X 
X 



1 1 

X 
X 

'X 



I X 
X 
X 



In 

School 



X 

X 

X 
X 
X 



Evaluation 



Individual 
Study Assignment 



Obtain Purdue Bulletin on Fencing , 
from Purdue University or Coynty . 
Extension Agent .' , 



I 
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Occupation - Generar Housekeeper 



Suggested Target Population - Learning Disabled 



ERIC 



lil • 



Definition " ^ • 

V 

Learning Disabled ■ A student with neurological impaine/its/leaming disabilities exhibits 
severe specific defects in perceptual, integrative or expressive processes which severely 
inipair learning efficiency. Neurological impain^ts/leamlng disabilities include conditions 
which have been referred to as perceptual handicaps /brain injury, miniisal brain dysfunction, 
dyslexia and developioental aphasia and nay be manifested in disorders of listening^ thinking, 
talking, reading, writing, spelling, or arithmetic, lliey dp not include learning problems 
which are due primarily to visual, hearing, or ipotor handicaps, to mental retardation, 
emotional disturbance, or to, environmental disadvantages. Children enrolled in programs for 
the neurologlcally inpairfed/learning disabled shall be those who are chronic failures in the 
regular classroon setting and are seriously deficient in educational skills. Reimbursement 
of enrollment in such programs shall be limited to a maximum of IS of the total enrollment 
, of any school corporation. 



4 




tl 



.MINING PLAN FOR COOPERATIVE VOWTIONAL EDUCATIOfj ., • 



The 



(Name of Business Firm) y^]]] pgniit (Name of Student) < ^^.qj,) (Name of School!) 



^High School to enter their establlshliient asl an employee under the supervision of (name)' 



for the 



purpose of gaining knowledge and experience in the occupational area o f. geherai Housekeeper 



so that 



the student may prepare for a car^r as a(n 



General Houselteeper 



r 



Approximate 
■ Time 



two months 



ERIC 



Learning Activities 




OJT 



K Cledn and wax hard finish floors 

3. Clean and defrost the refrigerator and 
or freezer . 

4. Clean (various types of matjerials in 
sinlcs I 

5. Clean counter' tops and cabinets A 

6. Load and use dish washer and/or 
hand wash dishes ' 

7. Vacuum any carpeted areas Ml shalte 
floor rugs 

Living Room Duties 

1. Dust thoroughly 

2. Vacuum carpets and furniture 
,3. Polish furniture requ\sted 

Bedroom Duties 

1. Make and change beds and linens - 

2. Vacuum catpets, shake rugs fi dust the 
floor 

3. Straighten clothes & shoes in closets 

4. Arrange clothes in dresser drawWs 




X 
X 
X 



In 
School 



x: 
P 

X 

X 
X 



X 
X 



Svaluition 



! Individual 
Study Assignment 



I>eam about,varit?us cleaning 
agents and/the type^ of' sur- 
faces to use them on 



Learii to hang clothes on approp- 
riate types of hangers for 
various types bf materials 

'115 



proximate 
Time 



4 



' Learnins Activities 



5. Dust thoroughly" 

.6. Hang clothes up in closet 

l-aundry Room Duties 

1. Learn to operate the washer & dryer 

2. Learn to sort clothes according 
to color and type of fabric 

3. Learn to pr/l-soak ^ 

4. Clean the fliDor surface 
"5. ^lean ^h'elves. and other stolrage 

. areas 

6. Learn proper safety 'procedures 

a. proper care in Operating washer 
and (Jryer 

b. }ift with 'legs not back 

c. 43'n6t try:t^"niove heavy articles 



Bathroom Duties I 

1,. ;Hatch cleaning agents 

2. Clean sink area and tub 
' 3. Clean, dust, wash, and/or wax floor 
or carpeting 

4. Shake rugs 

5. Clean cabinets, and storage areas 

6. Clean shower doors • 

7. Clean commode 

' General Cleaning Duties 

1, Sweep off porches and walks 

2, Sweep off patios and decks 

3, ' Wash windows inside and out 
. 4. Wash down concreted areas 

5. Wipe walls and edges of ceilings for 
cob webs with clean cloth over broom 

6. Wash rugs when they need it 

7. Clean light fixtures 



OJT 



X 

x 



,In 
School 



X 
X 
X 

X \ 

X 



• X 



Evaluation 



Individual 
Study Assignment 



Learn to operate various kinds 
of washers and dryers. Learn to 
match types of majterials with 
types of washing jcycles 



Learn about various types of fix- 
tures and match cleaning agents 

■ 



Learn to operate various types 
of vacuum cleaners 



Approximate 
lime 



1* . 

1. ' yj*'^. 



1- t ., >w . 



■:V';W/%:^is^,(i'i4 attention t'o cjmers 

il/;ci^a^I:HiR^w;, sills 
** ■ l7;|!!^i)^st:;iddi|^^^ supplies , cleaning X 
' \ I >4tds; et,6.> -before present- supply is 

'y:,r'*i!!>'iepieted^ 

;' *;'ia'. '■Properly dispose of waste paper and 

■e 



■,•1 



2r^B0'^WlI^ii3 '^^^^^^ wk^i^uhstiins when 
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es 



vacuum cleaner 



■■■V.''' . . ■•,'f ^ .■ 

; -:;L^ftri\ PKp^t and Attitude 



' ft : I'll f 



^J^fe>W^^ ' job possi- 



;ji;:4i^|i^iiierii^^ learn 
:(:Si!^'!inlcioisito^ Miil^nq to work 



to be Observ|5\' 
■ ii,';c:M^ .provide f^' proper 
, ''vefit,ir§itio^. wherv^^^irij. p.leanet^,; 
". : ■ ; , wiijj.-st^rbng: yapgiis, ' ^ : v >; ^ ; 
'v;,;.. '2 . Ijse ',6hiy, a ■•stur^y^ ko6l-" or ■ |t€^;; 

, '/ladder whien clinibiAg. or ttach^ 
:" :;■■.! /up to clean ' -J,'' 

Avoid inhilation of vapor frira oven, 
.^■.-•.•;:cl.eaner or tub and tile cleaners 

4. Relieve electrical cords only at the 
socket, do not pull the cord 

5. Exercise coonon sense in attempting 
to move or lift items 

'6. Use rubber or protective gloves when 

using strong cleaning agents 
7. Do not att^t to use electrical 
•quipMQt when hands are .wet or ^ 
equipMnt uy coae into contact with 



OJT 



X 
X 



X 
X 
X 
X 
X, 



In 

Scfiool 



X 
X 



X 
X 

^ « 

X 
.>* 

X 



Evaluation 



Individual 
Study Assignment 



Investigate and practice positive 
attitudes towards yourself, pther 
people and work 
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Learning Activities 



OJT, 



In 

School 



Evdluation 



Individual 
Study Assignment 



8. Do not "over wax" hard floor sur- 
faces 

9. Exerdse care in going up or down 
stairways, keep stairways uncluttered 

10. When in doubt as to how to' proceed 

• with a job ask for help/instructions 



X 

X 



the firat time 



Occptjon • Grocery Cashier 
Suggested Target Population • Socio-Econouically Disadvantaged 



r 



0: 



m 



Training ;?lan - Grocery Cashier - Introduction and Target Population - The following training plan 
describes necessary skills for a grocery cashier. This plan thoroughly outlines specific skills 
related to running registers, ringing orders, sacking, etc. Other jobs' may actually be required 
of a cashier, especially sonie cleaning or stocking duties; these have been more completely out- 
lined in a separate plan. The tiacher should recognize that there may be overlap in skills between 
* many' grocery.' jobs, and this is reflected in these plans. Itie flexibility, and scope of the cashier's 
job will depend largely on the type, size and location of the grocery; defined union Tul,es and 
employer's specifications. Some skills are esseiftially required for any cashier. Itiese include 
good hygiene, health and strength; coimunicative ability with the public; and basic math and reading 
skills. 

In discussing disadvantaged and handicapped students with employers they placed stress on adequate^ 
job functioning. That is, store managers seemed lei,8 concerned with "lab^l^^ 'than with "can the 
person perform the t.asks?" For the most part, they were of a cooperative nature/ biased'only by 
a common concern for their business and profits. Managers told of hiring woAera wjith' Speech ' , 
impediments, or the hard-of-hearing; in each case, the person's obviou? interest and hard work was 
stronger than any limit in coranunications. They were also supportive of such a program helping' 
■ inadequate students who may still become valuable workers. The target population is, therefore, 
not limited to specifics. With only some individual variations in skill, "this plan could serve persons 
with some communications problems; someone with a leg loss or handicap; (or even perhaps wheelchairs)^ 
It' could also' be used for many disadvantaged learners (managers especially seemed interested in 
"near-dropouts"); they were more rigid about the mentally retarded. Specific skills necessary arc. 
good use of the arm? and hands; and good perceptual ability to coordinate right/left and eye-hand 
movements. (This may eliminate the learning disabled.) < ^ ' 

I propose that a teacher shouldn't necessarily have a difficult job in finding, cooperative store ^ 
management to inplement the use of this plan with a variety of handicapped or disadvantaged learners 
(with exceptions as noted). I would suggest also checking with union personnel and rules to avoid 
creating employee relation problems. ' , 



TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION 



j|,g . (Name of Business Finn) wj]]- permit (Name of Student) frOU) (Name of School) 



High School to elltelf'their establishment as. an employee under the supervision of « 



purpose of gaining knowledge and experience in the occupational area of Grocery cierk/cashier 
the student may prepare for a career, as a'(n) cashier in a drocery stor^ — ^ 



for the . 



so that. 



f Approximate 
Tim 

one wee)( 



'OD 



four to six 
weeks ' 
' (basics) 
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Learning Activities 

Use of Cash Register ' 

1. Opening Register ' 

a. pic)c up register )cey and money 
drawer from office 

b. insert key into register to unlock 

c. slide in money drayer and r if 
'directed to, count to be sure 
total amount of cash is correct 

d. take a register \eading to begin 
the shift and place the reading 
tape under the .iash drawer 

e. lock the machine by remoYing the 
register key whenever leaving 
the register 

2. Operating the Register 

a. greet customers pleasantly ' 

b. switch on belt to move .items to 
register 

c. pick up each item, read price and 
punch appropriate keys on the 
register*^ 

d. hold down price key when there is 
Dore than one item of the same 
price 



OJT 



In 

School 



Evaluation 



■ Individual 
Study Assignment 



Items b,c,d, and e may be 
practiced in school if a 
register is availi^le 
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Approxijnate 
'Time '' 



Learning. Activities 



OJT, 



In 

School 



Evaluation 



■Study Assignment 



one week 



one to,tvo 
weeks 



e. determine proper tax, if any, 
either on item-by-item basis' 
or as a special key total and 
ring up, amount of tax on register 
before final total 
■' f, develop speed and accuracy in' 
using the cash' register 

g. develop speed and accuracy in 
mentally multiplying or dividing 
prices 

h. look in and under customers cart 
, discreetly to be sure it is 

entirely unloaded 

3. Closing Register 

a. take a register reading and 
place in cash drawer along with 
opening register reading tape 

b. remove cash register drawer 
from register 

c. close register drawer. and remove 
and place register key in cash 
drawer ' , f 

d. turn in cash drawer at office 

4. Special Machine Operations 

a. learn to correct incorrect, 
punches and to make out- pi^er 
void tickets and/or reports ' ■ 
I b, learn to accept and process \ 
custbraer coi^xjns (there may be a 
register key to facilitate t\i\\ 
• ' activity or cashier may have to'^;^ 
compute . amount manually) 
1) check validity of coiqwri date 
and whether customer has ' 
correct item 



X 
X 

,x 



X, 
X 

X 
X 



Study and learn list of 
taxable items . • 



Special practice on 

math skills for. reading and 

punching prices 



Items a, b, c, and d may be 
practiced at school if a re- 
gister is available 



Learn store procedure for 
redeeming coi$)6ns from the 
manufacturer or producer 
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Approximate 
Time 



Learning Activities 



OJT 



In 

School 



Evaluation 



{ / 

' h [ » ^ 

/ 

Individual 
Study Assignment 



tvw to foul 
week^ ' 
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2) place all ^upons under cash 
drawer or other' designated 

, register area and turn in with 
cash drawer at end of shift 

3) hcindle coupons as cash 

,c. kj^ow to offer "paincheck" for 
teinporarily out-of-stock sales 
items 

. , 1) know how to fiil;0ut raincheck 
2) know when a substitute itenr 
may be offered ' 

Handling Money - , 

1. Accepting Checks 

a. tell customer the ^ount; owed 
after con^)lete orde? is rung up 
on register 

b. accent check only i'f 
custcraer has a store check- 
cashing card or 'if t^e» check has 
been "O.K. 'd" 'by a supenisor 

c. permit customer to write the 
check for either the exact 
amount owed, or with approval, 
for 'a specified .amount over the 
amount of purchase ' 

d. stamp back' side of check for 
deposit and at the coppletion of 
the transaction place it in a 
separate compartmtntlof the cash 

, drawer 

2. Accepting Cash and H^dcing Change 
a. tell customer the amount owed 

after complete order is rung ^ 
on register ' 
^. b, t^ money 'from custonetf state 
a»uot given oul loud and lay ' 
cash on register ledge above' cash 



'XT? 



0 



\ 



r 



Pagej^oM 



Approximate 
. Time ' 



Learning Activities 



OJT 



In 

.School 



Evaluation 



Individual 
Study Assigrwent 



^c. count necessary change from 
cash tendered wh^n reinoving |it 
, fron drawer Jf 

d. count change oqtloud as it is 
given to custcoer 

e. place cash received in register 
drawer once custjsoer has 
accepted change as correct 
amount owed him 

f. tear off register receipt and 
give to customer 

two to Sacking Groceries 
' three weeM ^ I- Use box items to aid in squari:. 

ofif corners of sacks ^ 

2. Load canned goods in bottom of 
• sack along with large boxes and 

milk chrtons / ' 

3. Place, light and breakable items 
(produce, breads, eggs, etc.) at 
top of ncjt 

4. Load cold items together (double 
bag if 10 instructed) to help ' 
preserve them in transit 

5. Lo«id drippy Items (meats, some 
vegetables) in separate, imall 
(plastic) bags 

6. Avoid loading 'soap products with 
meats or other fresh perishables 

7. Load ver7 heavy items (potatoes, 
soft drink cartons) direictly ift^o 
shopping cart 

8. Load all sacks into cart for 
9ust9nev 

9. Call for carry out asiistaAce when 
necesBijry 

10. Ttiank ouitooier 



Sacking may be practiced 
either at home or at achooi 



II D 



Approximate 
Time ' 



Continuous 



OD 



ERIC 



Learning Activities 



11. Call for a sacker if a line of 
cuatoiners develops 



Safety ill Work Area 

1. Know location of all fire exits and 
personal responsibilities in event of 
an energeng . ' 

2. Practice use of fire extinguisher 

3. Keep register and floor area clean 
of debris 

4. Straighten rows of shopping carts; 
never let carts block exit 

5. Caution customers and children not to 
place hands along moving belt on the 

' register counter 

6. Give reasonable aid to custcoer who 
suffers an accident on store property 
call for help if needed and secure 
names of witnesses to the accideit 

7. Know and observe all general safety 
rules for the store 

Q. Avoid overloading grocery sacks 

9. Know to keep calm in the event of 
robbery; quietly follow all coinniai)d8 
without' undue panic 

10. Report suspected shoplifter to 
manager; do not approach or try to 
apprehend person by self 

. 11. Hear low heeled, well built shoes 
with suppoi^ stockings if 'necessary 
to stand for prolonged period of 
time . - 

NlsciUiMOUi Duties 
1, M flixibli In hilpln9 fallw 
Miployii^i whin tin ptnltij but do, 
not liivi riflitiir irii wltho«t 
locklAf th« ngiitir 



OJT • 



X 

X 



, In 
School 



;X 



Evaluation 



Individual 
Study Assignment 



Unit on basiq first aid and 
what to do in energer.; ' situation 



I 
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ApproxiiMte 
Time 



Learning Activities 



OJT 1 



In 

School 



Evaluation 



Individual 
Study, Assigmnent 



2. Weigh.and price produce if scale is 
located at ^register counter 
a. be aware of weekly "sppcial 

prices ■ 

vb. place produce in separate i/ag for 
V protection , 

3. Inserting register tapft'^.- ' 

a. keep extra roll df t^pe' at/ch/ck- 
out lane t ' ''' ■ / 

b. check tape perlodi^aUyi ; a,\tj3id 
running out a f ^11 d\ir ing^a busy 

' tine or in the Btij|Ile,:iof ringing 
up an order 

c. call fdr assistance if unable to 
insert new roll and customers ^'re 
waiting in line 

4. Check periodically and maintain an 
adequate siq>ply of sacKs of various 
sizes 

5. Check cash in drawer often; call, for 
a pickup when an excessive" amount of 
cash 'accumulates in the cash drawer 

Customer Relations 

1. Project friendly personality to all 
customers 

2. Call for managerial assistance when 
customer requUst or demand exceeds 
cashier's authority to act 

3. Avoid any type of arguement wl^th a 
customer 

Personal Appearance and Grooming 

1. Keep ; hair and body clean 

2. Use a good deode^ant. ;\ < 

3. Wear clean, i^eatly' prAM^d uniform 
or outfit to work ' 



X 
X 



X 



f 



/■^•'.\':v''^';'r." 
''11.; 

'1-; »' 



. Approximate 
' lime 


Learning Activities 


OJT . 


In 

School 


t 

Evaluation 


Individual 
Study Assignment' 
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^ 4. Wear hair in style that will not 

require attention during working houri 
5. Keep fingernails clean and trinmed 

f 

v',y:;:„ 

'■ ,' . . '', , 1. ■ , .■ 

' v,v '..■■■•x ■,:'!'■' 

< 

, ■ 1 

' ' ' 


X 
X 


X 
X 
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\ 
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Occupation - Laundry Marker 



to 



Suggested Target Population - Hard of Hearing 



I' 



1 I 



J 
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Definition of terms 



Ihe Dejf Pupil - A deaf pupil is one in whom theJsense of hearing is non-functional for the i^'" " 
ordinary [jurposes of life. This geheraLgroup is made up of two distinct classes based, ' 
. entirely on the timp of loss of hearing.^ 



♦ 



>' 

5 



a. The congenitally deaf - thoSe who were born^deaf 

b. Ihe adventitiously, deaf - those who were bom with nortnal hearing but in whom 

the sense of hearing beaotnps non-functional later through illness or accident. (Rule S-1), 

Clothes Harker; Counter Girl? Counterman; Entry' Clerk; Garment Marker)^ Receiving Checker - 
Performs any combination of the following .duties in marking, sorting, and recording soiled < 
garments, linens, and other articles received for cleaning and'launderirjg: , Opens bundle 
or'bag and spreads articles on worktable. ' Examines'/irticles for and records defects, such 
as, holes, stains, tears, and ripped seams. Compares articles with customer '^'listing or 
records them by hand or by using Usting-pricing machine. Affixes or maj|k8'fii8|bmer-identi-, ' 
fying symbols on .soiled articlesj^^^^^^^^ of the)' following methods: ,(1) Adjust numbered disks' '-i, 
of marking machine by hand to s|t)o'o^^^^ places article of cloth tag under disks, 
depresses pedal or pulls lever /Ihat'ioiceB disks agai^nst article or tag to print wdei pins ' 
or staples tag to article. (2f^\Mtes code number on ganient or tag with pen and w?terproof.';v 
ink; pins-, staples, or sews tagil&larment. (3) Positions garment under stapling Mchine,'' ' 

' and fiuils lever that stapli^s sh6*?t';,i'ftngth 'of tag to garment; w/ites identifying ;'c^e on tape. 
(4) Presses lever of clipping machine that fastens metal clip' to garment. (5) '■' Depresses ■ 
keys of marking machine that prints identifying .aymbol.pnVi^nt. (61 Sealr identification 
tape on article, using patching machine and adhesive tap^. Mutes defective articles to SEAMStRESS 

''for repairs. Sorts articles according to color, degree of soil, and type of materials or 
treatment. Measures articles with yardstick or meaiurirtg tape to determine charges and records 
measurements to insure articles are finisheid to original size. Removes buttons, ornaments, and 
other trimmings from soiled garments and replaces them on cleantid garments. 'Places sorted articles 
in diffcront colored nets or' ties th^m in bundles and attaches, tags that indicate work to ' 
be '.performed, such as method of cleaning, articles to bj starched or iinted;, and pretreatment of , 
stained articles. Counts finished' articles for complet^nesi of' ordered verifijiti,'COunt, ' ' 'V'»' 

-with flflnt records. ( Dictionary of QcQupational Titlai 369'. B87) . / . '^^^^ 

■ ■ , ■l-l' ' '" ' *' ^ 



TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION 



Jhe -(Nme of Business Finn) M pennit ' (Name of Student) > ■ f rOf H (NaAe of School) 



H'iflh School to enter their establishment as an employee under .the superyision of 



(Nane) 



for the 



,, purpose of galiiing knowledge and experience in 'the occupational area o f .369.88? Marker (clean & dve so that, ' 

, ' , / ' and press 'fi laund); 
th^ sWint may prepare for a career as a(n) , Marker in the ' laundry' and dn cleaning industry 



Appr^imate 
'Time 



O^e week 



v.; 

'A' 



'I ' 




Learning Activities 



Introduction of lEmployer to' Working with a 
Deaf Employee; ^ , 
1. Rules for iuilding effective cor , 
' , nunication: 
' \ a. flpfiak or write in short, simple 
• s'enteni'es 
b. avoid pig words 
; J. ' avoid /slang -expressions ^ 
^. preseiit only one concept at a' tine 
e. illustrate words with gestures, or 
^ /demonstrations . ' 
/ f. look direct Jy at employee ' ■ ' 
• g. do iot cover mouth, chew gum or 
Bm|ike while worker is; trying to . 
lipread you • ' 

h, use fdcial fxpressions to convey 
leeling alpng with speech , 

i. ^h'cj wording or sentence structure 
:;'■„'■■ it repetition is needed 
" '"j- ^peak more slowly than irt normal 

conversation ' 
' ' k. use ordinary voicei' shouting dls- 
, torts lip movement 



OJT 



In " 
School 



The'tfacher- 
coor'dinetor will 
orieiit the em- 
ployer end/or^ 
supervisor to 



worlcing 



with 



deaf peisonirel 



prior tc 



placemert of a 
trainee. 



Methodfi 



the 



lethodfi nay in- 
cpe ccnfs' 
j:ences,, pam- 
phlets, films, 
etc; I aid 
should include 
the 1/nfcmation 
contained in " 
this section 
of ttie t|ralning 
3lan. 



Evaluation 



• Individual 

Study Assijinnent 
^ — , 



4 



4 \ 



( ^ u 



tynilng Activities 



OJT 



In 

School 



Evaluation 



Individual 
Study Alignment 



1. Always check for correct under- 
standing by having employee tell 
you or demonstrate what has been 
learned 

Other points to consider regarding 
deaf workers 

a. recognize that the deaf worker is 
as much an individual personality 
as every .other worker in a business 

b. recognize that dea! workers 'should 
be'encourageiH to meet the im 

< levels of Confiet^ncy as hearing 
peers 

c. encourage social integration of 
deaf workers with peers who can 
hear 

d. be sure the deaf worker is properly 
informed of procedural changes 

e. do not assume deaf workers will be 
comfortable in noisy surroundings 
(some have residual hearing and 
are quite sensitive to noise) ' 



The t lacher- 
coordinator wil 
orient Jie em- 
ployer :ind/or 
8up«rvi|or to 
with 
sonnel 
the 
of a 



t(i 



working 
daaf p« 
prior 
placement 
trainee 
Methods 
dude 
rences, 
phlets, 
etc 
include 
infoma* 
contained 
this 
the tra. 
plan. 



oinfe- 



aiid 



nay in 

■I 

pan-, 
films, 

sh9uli 
the 
ion 
in 

section of 
ning 



Infori^tjlon regarding deaf and 
hard of ll^ring''](();:ker8 was ' 
obtainad^from Indllma Department 
of VocaVional Rehabilitation 



^1 
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Approximate 
Time 



one yeek 



^ one week 
f 

one Donth 



UK 

ERIC 



learning Activities 



' Require)! Background. for Trainee 

1. Read materi'Sls which give ui overview 
'^ of the laundry and»dri;cleaning bus- ■ 
ineSs 

2; Analyze^ career opportunities in posi- 
tions in a co|pierciaMaundry 

Receivii^ Activities 

1. "topen bags aiitt remove soiled laundry 

2. Check, articles against invoice 

Hhrking Procedures ' 

1. Create cwtonier ^entification sym- 
bols by coofciniag invoice nunbe;, 

' nuuber of pie(|5 iif the order, 
custoner initials, etc., according 
to plant policy, 

2. Set and operat"^ marking nachine to 
apply ID code to cloth tag (or hand 
code tag legibly) ^ ^ 

3. Seal, staple or pin tag. to garment 

in such fashion as not to damage gar* 
I ment 

4. Learh standard positions for locating 
tags on garments' so that they may 'be 
quickly located by all staff members 

5. Join units such as vests, suit jackets 
and trousers of one suit with the. 
length of string 

6. Use spare time to "print a stock , of in 
stniction tags siifih as "press only", 
"measure", "repair" 

7. Affix instruction tags to garments as 
per invoice notation ' , 



OJT 



i 

X 



In 

School 



Evaluation 



Safl()lft|ln- 
voi^^f 
opieri'Aames 
and numbers 
of gariients 
can be giv- 
en to stu- 
dent for 
coding 



Bring set of 
garments to 
class for ^ 
final mark- 
ing test 



Individual 
Study Assignment* 



1, 2, and 3 



4 and 5 



^Number codes refer to individuaj 
study assignments listed on . 
page 8 ' . 

U7 
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Approximate 
Time ' 



Learning Activities'. 



OJT 



In 

School 



Evaluation 



• Individual 
"Study Assignment 



two. months Garment Inspection 

1. ^Tag loose accessories such as collars 
and cuffs separately in case ,they be- 
come separated from the' garment ^ 

2. Pin loose accessories to the garment 
to prevent loss during cleaning ■ 

3. Check garments for damage (rips, bro- 
ken zippers) prior to cleaning 

4. Refer minor damage to repair dept.^ be- 
fore garment is cleaned . , 

5. Refer, unusiial damage to receiving 
< desk io be reported to customer prior 

to cleaning 

6. Refer garments with breakable trim 
such; as glass buttons to repair dept. 
for removal prior to cleaning 

7. Prepre apd supply repiir de^)t. with 
envelopes stai5)ed with the customer's 
ID code for storage of removed trim 

8. Note on invoice that trim has been , 
removed 

9. Use proper procedures to pin down and 
pad hooks or sharp metallic trim that 
cannot be remeved 

10. Refer special stains sich as ball 
.point pen ink, paint or blood to 
spotting department 

11. Recognize and route solvent soluble 
articles (plastics or trim glued with 
rubber cement)^ to the wet cleaning 
department 

12. Search pockets and place valuables 
and papers in envelc^)e marked for 
return to customer 



X 
X 

>x 



X 

.X/ 



Approximate 
Time 




0) 



two months 



lERiC 



Learning Activities 



13. Search linings 

14. Remove lint from pockets and cuffs 
with a brush or blower 

15. Inspect drapes for weakened spots due 
to dun damage 

16. Remove weights and hooks from drapes 

17. Close zippers 

18. Refer knit garments to repair dept. 
for measuring 

19. Refer conditions which are out of the 
ordinary to a supervisor for final 
classification 

^ 20. Wrap aluminum foil around ornamental 
buttons left on garments, to prevent 
■ breakage in the dryer 

Classification of Garments for Cleaning 
1'. , Separate heavy garments such as 
overcoats from light weight garments 
which might be damaged by mechanical 
action 

Y Separate J light colored garments from 
dark colored garments 

3. Separate heavily soiled garments 
from lightly soiled garments to 

/prevent redisposition of st)il 

4. Learn to recognize exceptions to ' 
regular routine 

a. Holci. special maiterials such as 
:||^lUc finishes for laundering 
in a short cycle load 



X 
X 



In 

Schttol 



Individual 
Study Assignment 



Sorting ac 
tivities may 
be.practicec 
and checked 
in laundry 
of home ec. 
dept.. , 



\ 



Approximate 
Time 



Learning Activities 



OJT 



In 

School 



Evaluation 



Individual 
$tudy Assignment' 



one week 



b. Examine garments with beading' or 

■ sequins which are held on with ' 
chain stitch for loose threads 

c. Separate. garments trimmed with fur 
plastic, suede or feathers for 

. special processing 

d. Relieve cloth covered buttons and 
buckles for hand cleaning 

e. Separate garments with plastic ■ 
zippers, to prevent excessive heat- 
ing during drying 

f . Separate fringed articles for -hand 
cleaning or braid fringe to prevent 
tangling 

g. Sort specialty items such as gloves 
pillows, purses, bedspreads, and 
electric blankets for separate pro- 

i cessing ' 

h. Group sorted' garments and hold 

' until the |)roper weight load has 
, been accumulated 

Finishing Procedures 

1. Assist in hanging garments after dry- 
ing 

2'. Inspect cleaned garments for damage 
' or spotting not removed by cleaning 
process 

Continuous Safety Procedures . 

1. Learn to observe all safety rules 

2. No smoking in plant area 

3. Learn to correctly operate machines 
to be used 



X 
X 

X 



X 

3 

X 



1. X 



X 



x' 

X 
X 
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AppVoxiiinte 




•Learning Activities 



In 

School 



' Evaluation 



Individual 

Study Assignmefit 
I ^ ■■■■■ ■ ■ \ 
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11. 



Learn not to touch or eat food after 
handling soiled garments until hands 
have been thoroughiy ii^lUi 
Learn not to touch .tne ■eyeif{;TOuth, or 
any part «f the bodjjJiiHfef^' h^^^^ 
broken by a, scratch ^'f 'aliraision while 
handling soiled clothes 
.Keep aisles and passageways clear & 
in good repai'r ' . 
Learn location of ex^its to permit 
•proiiptijiBscape in qaae of emergency 
Maintain exits and the way of approach 
and travel from exits so that they ^ 
"are unobstructed and are at all times 
accessable 

Recognize that 'if ire doors shall not be 
blocked or tied in afi open position 
Learn location and operation of por- 
table fire extinguishers' suitable to 
the hazarcls involved ' 
Recognize the* inportance of reading' 
bulletins and printed material per* 
taining to, safety as well as. oral 
instructions 



J. 0 



) . 



X 
X 



X 

X 
X 



6 and'9 . 



10 
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Individual Study Assignments 



•'Occupations in' Laundry and Drycleax>ing Plants, " Occupational 
Oatlookg^^tiandbook , Dept. of Labor^'f974-5. . • V 

■ • - • . ■ / ' 

Filmstrip: >"So You^Want to Work ^In* a Laundry," Eyegate House, ' 
•1974. V ... * • ^ V ^ . ^ 

, "Laundry Work^ts, "^ iiandbook of Job Facts , Science I\esearch / 
Assoc., 1972. ; > \ • ^ ' f ^ 

^ ^ ^ • ' • • • ' • \ • ' 

Most Cleaning e^teiblishments have written-materials Such as: - " 
The Dryoleaning -Department by c'. B.^ Randall. . v ^ 

Bulletin Service (published by the National Asspc.^.of Dyers and 
Cleaners of the United States an^ Canada, Silver, Springs, Maryland) 
which the student* could fread as he" is introduced to each area of- 
work. * * ^ . * 

Dorothy Lyle Sigert's book Fabric facts des^cribes a variety/of ^ 
textiles and cleaning procedures, for continued study. 

• . ■ ' ' ■ • ■ ^ ■ A: ' 

t . ■ /I ' * 

Film: If;^ You Hear the Explosion the Danger has Passed, Xerox ^ 
•1969. Sy^ . ' * 

. • .* * 

Succeeding in the World of Work, Chaptar^'^9 , "Personal Safety , " 
1975. ^ ' . < ' ^ i - 

On the Job , Fjrank Richards Pub.^, 1973. 

U. S'. Dept.' t)f Labor: Occupational Safety and Health Administration 
printed material describing general industrial safety. 2uid specific 
standards governing laundry machinery fiuid operations. 



15 



; Occup'tttion - Lav^ninower Repairtnan 

/ , . ■ ■ 

, Suggested Target Population - Verbally Disabled 



4 



157 
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TdKjet Population • Xk foiiowir.g training plan is designed for the vc-rbally disdbled 
student, who posi^eiies sufficient ability in the spatial relations and manual dexterity 
au-a to porforri.tne operations outiim'd in this training 'plan. 
» ■ 




immi ?m for cooperative vocation edIatiom 



jjig (Name of' Business Firni)_ will pemit (Nac of Student) 



from (Name of School) 



High School to enter their establishi^ent as an employee under' the supervision of (NaiBe) 



the student nay prepare for a career as aln) ' Lawnmovcr RopaiiM 



for^ the 



■ purpose, of gaining kf)owledge.^and.eltperieiile in the^ occupational area o f smaii Engine Repair . s o that 



Approximate 
Time 



On-goinq 



two weeks 



two weeka 



Learning Activities 



two monthn 
IdO In «chool 6 
^- qoln(j OJT 
ERlCv 



Safety ^ 

• 1. Use hand tools safely 

2. Use power tools safely ' 

3. Observe safe practi-eS when using 
inflammable liquids ^ , 

4. Store combustible materials safely , 

5. Observe safe shop and job standards 

Hand Tools ' * ' 

1. identify various hand tools such as: 
hammers, screwdrivers, wrenches, files 
and reamers 

2. *I«carn tp correctly iir,e hand tool?; 
3.. Learn proper care of'^hand tool^ 

Power Tools 
1. Identify variouii >power toolu such as 

ilrills, fjrlndfcrii, and buffers 
I. Imn to correctly use- power toolfi 
J. Learn 'proper care o^ power tools 

fiiginf!, PrinciploB ' 

1. Know function ot flpjirk i-iug 

2. Set and check plug cap 

3. Chock, for ignition apark ' 



OJT 



In 

School 



X ■ 

X 
X 



Evaluation 



Observation 



Observation 
and pen and 
pencil 



'ObaervAtion 
Expliin how 



• Individual 
Study Assignment* 



Identify three safety hazards in 
the shop 1 and lA . 



Learn to spell each tool's 'name 
and identify each tool . 



Learn to spell each tool's name 
and identify each tool 
Make poster with pictures ol^ tools 
aligned with nartbs Bpe^led cor- 
rectly , . 

4 

5 

6 Wd 7 

*Nuiiibir codiirifir to film ' 



Approximate 
Time . 



three inonths 
one weqk 
three days 
thr^e days 
, thrde days 
one week 
one week , 
one week 
one week 
one week 
one week 
one week 

one week 

onjgoing 



Learning Activities' 



4. Remove engine head and clean 

5. Remove piston '^d rings and clean 

6. Remove and clean crankshaft 

Engine and Unit Repair - 

1. Clean and adjust carburetor 

2. Mix gas and oiLpjroperly as required 

3. Drain and clean oil and gas tanks 

4. Adjust spark plate 

5. Replace broken piston 

6. Replace bro|^en' rod 

I 

7. Replace head gaske;t 
e. Replace all gaskets 

9. Replace' all seals 

10. Remove and clean valves and/or ports 
U. Remove carbon from heads and valve ■ 

openings 
12. Clean con^ilete unit 



Continuous 



Complete Unit Repair and Adjust'ment 

1. -^djust carburetor , 

2. ^ust blade'heigft 

3. Tighten all fasteners/screws or nuts 
■ and bolts 

4. Adjust carburetor 

5. Clean inner housing ■' 

6. Clean outer housing ' 



OJT 



Communications with the Public 

1. Demonstrate ability to communicate 
effectively with the public 

2. bemonstrate understanding of non- 
' verbal (^onmunications 



3. 'Greet cuatomorg, promptly and deter- 
mine quickly how you can Effectively 
flcrvo them • 



In 

School 



X 

X: 



Evaluation 



Obse'rv 

0:: 



ibse'rvation 



Individual' 
Study Assignment 



Start Engine 
Observation 



Observation 



Test 



Shadow a repairman in a local shop 
■for three days/teacher demonstra- 
tion 



Observation 



Role play situations which would 
occur on the job 

Pantomime non-verbal communicatlono 
Analy^^e yourself and others on tape 
for signs of non-verbal communica- 
tion 
9 and 10 ' 



163 



Approximate 
Time • 



jContinuous 



H 
0 
(S 



two weeks 
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Learning Activities 



' 4. Be positive with the customer 
5. Sell by suggestion; be alert and 
agressive, ■ 
'■'Maintenance of the Job Through Good Work 
Adjustment 

1. Know the personal' qualities which 
will enable you to .get Jlong with 
people 

2. Know how;i,to get along with the 
superviscj/enployer 
a. 'know what the supervision/enployer 

has a right to expect' of the 
employer 

\ b. know what the employee has' a 
right' to expect of the super- 
visor/enployer 

3. Learn to obtain utmost satisfaction 
from this job 

4. Learn to follow' instructions 

5. Coordinate personal appearance with 
the company dress code: 

a. uniform length 

b. cleanliness of uniform 

c. repair of uniform 

\ 

Know Company Regulations 

1. Know regulations common to most 
companies 

, •- a. breaks 

b. use of company phone , 

> c. employee parking ^ 

* ' d. package check-in ' ' , 

e. probationary period when beglnninc 

f. overtime ' ! 

' ■ . i' ■ 

g. provision of unifops, 

h. smoking aroas , j 

i. progrees revlow 



OJT 



X 
X 
X 
X 
X 

ox 
x 

X 

\ 



In 

School 



. X 

> X 
X 



Evaluation 



■Observation 
II 



Test 



T^st { 

I , It 
Obervation 



Otiservation 




Individual 
Study Assignment^ 



11 

Role play selling by suggestion 



12,13,14,15,16 • 



17 



.18 



19,20,21 



22 



Interview personnel manager of 
local business to obtalii this ^ 
information I 



■4 



nterview pemonnel mwager of 
local businesB.ito obtain this 
information ' , ' , ' 



■r 



4' „ 



it 
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Approximate 
Time 



Learning Activities 



OJT 



In 
School 



Evaluation 



Individual 
Study Assignment ' 



j. raises 

k. calling in when sick or late 

'1. conpany meetings • ' 

m. discharging of employees • ' i;^ ' 

n. leaves of absence ' . v' 

b. resignations 

p. meal policy for eiiployee^!!*^^V'^; 

q. holiday pay . ■ffi^*'! 

r. medical insurance, pensil 

- and other fringe benefits 

s. dress code - . 



\ 



0 
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Individual Study Assignments 



1. Film: Safety In the Shop , 02588, 11 min. , Univ. 111., $2.90 

lA. Film: Safety in the Shop ; 'i Basic Practices , 53635, 14 mih., Univ. Ill^ , 
$14.20 . ^ • . ' ^ ' 

2. Film: Safety in the Shop :" Hand Tools , 53381, 12 min. , Univ. 111. "^^ 

3. Film: Safety in the Shop : Power Tools , 533.78, 14 min. , Univ. 111. , $6.50 

4. Film: Engines and How They Work , 00847, 11 min., Univ. 111. * ; 

. 5. Film: Spark in Time or .the Firing Line , 22 min. (Champion 'Spark Plpg Co.) 

6. Film: Spark of Power , 14 min. (Champion" Spark Plug Co.) 

7. Film: Modern Engines and. Energy Conversion ', 11 min. , Univ'. Ill* , 03639, c 

$5.25 : 

8. Film: ABC of " the Autjdjnobile ; The Engine , 15 min. (free - General Motors) 

9. Film: Communicating with the Publig , Audio-Visual Center, I.Uw 12 min*, 
.CSC-2 316, $7.75 r \ ' ' 

■ ■ ' ' * ' • ' ■ ■'^ " 

: 10. Pamphlet: You Always Coroniunicate Something . 

11. Book: Andrews, M- , "You say it in Many Ways," Int You Said It, New ^ . 
York, Grogg Div. ^ Mc6raw-Hili, 1969, pp., 29-47. ; • 

12. Book: Harrison, P. A. , "Personality Habits/' In: Getting It Tocfethor; , 
New York^ Globe Book Co., pp. 34-41,. 

. \j ' * . ' • 

13. Film: Dealing"With Problem People i. The For^etter ^ 6 min., X}3278, $4.25, c 
Univ. 111. , ' ' ' ' , 

14. Film; Dealing With Problem People > Tho Hothead , 6 min., 03277, Univ. 111. 
c. r $4.25. 

as. Film: Dealing Wlt)> Problem" People ; The Scoffer , 7^min., 032790, Univ.Ill. 
- $4.25. ■ , , 

16. Film: Dealing With ^ Problem Poop lo i Hig Disorderly Worker , 8'nvln. / Univ. ^ 
111., 03276, C, $4.25 ' . 

»..-•/.• • . 

17. Film: Your Job i You and Your Bobs , Audio-i^sual Center, I.U., 15 min., 

BSC-130, $9.25. • . ; 

168 . \ 
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Book: Kimbrell & Vineyard, "What the Employer May Expect/' 
in: - Activities in the World of'^Work , Bloomirigtbn, 111., 
McKnig^t Co. , 1972. 

Film: People Who Fix Things , Audio-Visual Center, I.U., 
18 min. ,'ESC-1187, $9.75. \^ 

Book:' Kimbrell & Vineyard, "What the Employer May Expect," 
in: . Activities ia the World of Work . 

Book: SinicXf D. , "Jobs Have Personalities , , " in: 
Your Personality and Your Job , Chicago, Science Research 
•Assoc., 1971, pp. 34-41. 

' ' ' ■ » 

Book: Ksihn, Tong & <!lky, "Following Instructions," Going Places 
wjtil XsmXL PerSQattlit:^ Belmont, .California, Fearon Co., pp. 29- 

38. " \ ' 



s 
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Occupation ^ - Machinist Helper ^ 
Suggested Target Population - Socio-Econornically Disadvantaged 



P 

* 



ERIC 



m. ■ 



Machinist Helper - The following training plan is designed prepare individuals with basic skills 
required in machine trades in order that entry level eraploynient may be obtained. Specifically, the 
training' entails understanding tools, eqaipment, terminology, materials, and measurement and applying 
knowledge to the set uj) and operation of' particular equipmen^.' 

• ' ^ ■ f ■ 

The target population' for this training plan consists of those students who are classified as socio- 
economically disadvantage. The acquisition of thp identified 'job ski-Us and employability skills . . 
may enable the student to advance within the machine trades area after obtaining appropriate entry 
lf!Vj»|,B(^Dational experience. ' . ' 



^^'.^J'V 



r 



TRAINING plan' FOR COOPERATIVE VOCATIML EOUCAfb 



The 



(Name of Business Firm) 



yW] permi t (Nmiq of student) . » f m (N^e of k 



hool) 



High School to enter their establishment an employee under the supervision of (Name) 



for the 



purpose bf gaining knowledge and experience,, in the occupational area of n. 2302 Machine sh'op 
the Student may prepare for a career as a(n) ^^^^^"^^^ 



so that 



Approximate 
Time 



one wee)( 



on-going 



on-going 
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Learning Activities' 



Program Requirements 
^1. Know what lathe operators do ' 

2. Know program rquirements 

3. Know how to find machine shop trades 
type jobs 

Safety''^ 

1. Wear and use safety glasses, shoes, 
and apparel 

2. Obey all shop rules and regulations'' 

3. Exhibit safe yorlcing habits 

4. Exhibit safe clean-up habits 

5. Observe proper operation procedures 
and safety rules on all machinery 

Related Information 

1. Learn to read and interpret blue- 
' ' prints and working drawings- 

2. Explore aspects of tl)e trade including 

a. machine shop termiilology 

b. S.A.E. steel qU(kf$ication 

c. A. I. S.I. steel classification 



OJT 



in 

School 



X 
X 



X 
X 
X 
X 



Evaluation 



Obseirvation 



State "rule's 
m paper and 
pencil test 



Identify 5 
different 
types of 
metals 



Individual 
Stu((^ Assignment" 



/ 



See film list 

Read ^ course outline 

locate three job»opportunitie8 



See film list 
See film list 



Raad i^hop rules 



See film list 
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Fiead Hetals and 'How to (Jae Hig 
(Lincoln) 

J 



of 4 



Ap'proxiiMte 
Time . 



, Learning Activities 



In » 
School 



Evaluation 



Individual 
Study Assignment 



four weeks 



,1 7 



d. efffects of heat upon metal 'machine 
production and accuracy require- 
ments 

e. machine production', and accuracy 
requirements 

i 3. Know and^apply related inat> including 

a. machine shop foraulas 

b. .measuring devices such as rules, 
calipers, micrflroetets, verniers, 
gages, etc. 

e. machine feeds and speeds ■ ' 

4. Use properly trade related topis ^ ' 
including: 

a. hand tools ' 

b. machines 

c. cutting tools 

5. Recognize materials including: 
a. steelp 

, b. non-steel alloys 
c. non-ferrous metals 
. d. non-inetals . 

6. Identify materials by chip; spark, 
file, etc., tests ■ ^ 

s 

Turning Between Centers 

1. Clean and lubricate l^the ^ 

2. Check and manipulate controls 

3. Dress ends «f stock and cenjier drill 

4. Set 'up work between centers y 

5. Adjust speeds and fe.edb ' ^ 

6. Make Straifht stock turn , < ^ 
a., rough ci^t,s ^ 

■■ ' b. finish cuts 

c. torn to a shoulder • * ^ 

d. turn groove ^ 

7. Measure using ^alipers, rule and. 
outside micrometer , 



,1 X 
X 

X 

t 



Iff 

X 
X 



X 

X 
X 
X 



^'x 



)bservations 
jfidentifi- 
ations 



Seliffilm list 



See film list 



■ X 
X 

k 

X 

•x' 

* X 
I 



U 

X 

, X 

■ X 

X 

"■X 
X 
X 
X 
X 



< 

Identify 5 
metals 



I 



See film list 



\ 



Shape 5 
different 
materials to 
specif icatior 



Approximate 
Time . 



four weeks 



H 
H 



three weeks 



■ Ml . • , 

*' ?i •■■ •tHdifte weeks 



iXOur, we?ks 

17' 
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g.Activities 



Chuck Work^ ■ • 

1. Mount chuck on spindle nose 
> 2. Mount work in chuck , 

3. Center cylindrical, irregular, and 
hollow ring work in chuck 

4. Make straight turn using roughing cut 
' and finishing cut 

' 5. Cut-off finished piece 

6. Center drill and drill 

7. Tap , . 
/ 8. Ream with straight reamer and taper 

reamer' 
9, Set up collet chuck 
I 10.. File and polish 

Face Plate Turning 
■ 1. Place work on face plate 

2. ' Counter balance work 

3. Center >work' using dial indicators and 
centeril^g indicators ' 

Thread Cutting ' 

1. Cut standard sxtemal. threads 

2. Cjit standard internal threads 

3. Cut sharp V thread / ' 

4. Set quick thange gear-box 

5. ' Engage back gears 

6. Set thread stop 

7. Engage split-nut levjii: ' , 

8. Apply cutting lubricant 



Machine With Special Equipment ■ 
. 1. Mount grinding attachment "'f, 
2. True 'and dress grinding wheel ^ 
■ 3. Grind and test centers • 
_ ,4. Mount and set up turret attachment 
5. Set up eccentric attachment and 
tum'cranJt shaft jounial , ' 



OJT 



In' 
School 



X 

X 

k\\ X 

^ ■; 

• i '\ 

. X ' 

• X 
X 

: "x 

X 



X 

• X 
X 



X .i 
X 

X ' 

X 

X 

X 

X 

X 



X 



fx 



x^ 



Evaluation 



' X 


jBcure chuck 


X 


and install 


"X 


in propel" 




fashion 


X 

< 


• 


*^x 


Drill anil 


X 


tap 6 holes 


x^ 


tO' drawing 


,,x 




^ . 




X - 






i 



Individual 
Study Assignment 



1 !• 



Turn 3 flat 
face plate? 

'. i' \ 

■1 

Ci|t 1^ dit- 



X Ifeftnt 
reads 



^serv|tioh 



f 

X ' 
X 



OKervation 



X 

Si • ' 



See film list 



See film list 



film list 
See. film, list, 
i-Hklist 



V . 



I I 



See fil|i5g:ist' , ^ V 
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FILM LIST* 



Drill Press - MSG- 4 80 , 
Fire Science - FSC-504 

Safety in the Shop - LS-31 ■ • * 

Safety with Electricity - LSC-149 
Reading a Three-View Drawing - MS-240 
Steel Rule - DS-16 

Principal Dimensions, Reference Surfaces ^ and Tolerances - MS-235 
Language of Drawing - MS-377 

Shop Procedures - MS- 383 / 
Turret Lathe — An Introduction - MS-279 
Micrometer - DS-17 

Machining Work Held in a Chuck - MS-219 ^ 

— ' \ :** 

Machinist^nd Tool Maker - HS-18 
Gage Blocks cuid Accessories - MS-185 

Cutting Threads with Taps and Dies - DS-113 » ^ % 



Cutting an External National Fine Thread - DS-12 



Turning Work Held on a Mamdrel - MS- 2 76 ' ^ * 

Machining a Cast Irpn Rectangular Block - DS-23 

■ ^ % 

Grinding a Parallel Bar; Part I: Setting Up the Machine - MS-187 

Part II: Grinding Operationg - MS-188 



*A11 films are ava^ledile at the Audio-Visual ^Center, Indiana University 
Bloomington, Indiana 47401 

179^ .J 



y Population • ^.U clerk -.ocio-ecoMic disadvantajed' -- organized s«bject*ttet.arf 
iMmng experiences related ta tasks perfor^d by.iistributive e.ploy^es in retail, ^Wesale,' 
••nd^semce establislients in regard to pick-«p( delivery, and gketal clerking otoiali 
part of the general business function.' ' " ■ < ' 



as a 



I 

i' 



I 1 



I' 



TRAINING kAN' for; COOPERATIVE VOCATIONAL EDUCATp/"' 



jljg (Name of Business Finn) permit' (Naine o'f studekk ? ' ' ■ f^Q,,,' ' (Name, of School) ' 



High School to enter their establishment as «| employee under the supervisjon of " ^"^^^^ ' f or the 

purpose of gaining knowledge and experience in the occupational area of__ s o M 

the stiident may prtpare for a career as aW^JJ^f^j^ 



Approximate 
\ ' Time 



'one week 



two weeics 



3 



two weeks 



ERIC 



learning Activities 



Related Information 

1. Know company product 'or eervice 

2. Know person responsible for mail in 
each department 

3. Learn all company i;ules and regu- 
lations that pertain to successful 
performance in this position 

■ 4. Develop understanding of the imporr 
tance of this position in tlie,sraoo_t!h 
operation and transaction of company 
business 

Knowledge of U.S. Postal Regulations, 
■1. Know and 6bserve regulations per- . 
w taining to letters, packages, and 
! ^ bulk mail 
2, Know and observe regulations per- j 
tajning to deadline's^- services | . 
' available, and the necessity" for 
record );eeping " T , 

Knowledge of Various' Mailing Methods J ' 
1. 'liearn to know the, a^vtiitages m 
' ■„ and disadvantages of i^l available 
. liailing methods , : ''" ^ / ^ 



OJT 



In 

School 



X ' 



'If 



7 : 



r 

Individual 
Study Assignment 



3i 



V 1 
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Approximate 
Time 



[earning Activities 



two weeks 



three weeks 



Develop ability to determine whic^h 
method should be used in given 
situations 



Knowledge of Kail Preparation 



4, t 



For incoming mail; 

a. Sort 

b. keep necessary records 

c. report damages or shortages 

d. provide for safe storage when 
' necessary 

For outgoing mail: 

a. sort 

b. provide jiecessary mailing 'nota- 
tions 

c. use, postage meter 

d. bag 



Knowledge of Delivery and Pick-Up Points 

1. Know location of mail pick-up and 
delivery point for each department" 

2. Observe proper tijne schedule in 
making pick-ups and delivery to 
Hlepartments 

3. Know when a "special* delivery of a 
piece of mail to a department is 
warranted 

Use of .Telephone 
1 . , Know and obsene proper technique 

for placing intra-company calls 
2. Know and o"bsene proper rules 
regarding use of telephone for calls 
, outside of the company 



OJT 



X 
X 

X 
X 



X. 
X 



X.- 



School 



X 



Evaluation 



Individual 
Study Assignment 



3 Of 3 



' ''Appriiitiiiate 



two weeks' 



ERIC 



learning Activities 



3; Know and observe, proper technique 
for answering the telephone in the 
mail department 

Use of Mechanical Equipment 

■ 1. Learn function and operation of 

f iftachine before attempting to use it 

2. Follow directions or instructions 
carefully ' . 

3. Know and observfe all/safety rules ' 

Knowledge of Maintenance 'in the Hail 
Department 

1. Keep flfior clean and free of rubbish 
■ and trash .. ; _ , 
"2. Maintain order in „storac[e areas 
3. Know and observe lall rules and 
regulations that will .contribute to 
safety in the mail roo|ii 

Kiiowledge of ' Acceptable Personal Conduct 
1. Observe 'all dress regulations 

■ 2. Develop good human relations skills 
. . in working \»ith supervisor and 

' •■ , ' othej employees 



OJT 



X 
X 
X 



In 

School 



Evaluation 



Itidividual 
Study Assignment 
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Occupation - Physical Therapy Aide 
Suggested Target Population r Disadvantaged Students 



189 



Physical Therapy Aide Training Plan ,- Introduction ' ■ This* training plan is a descriptive outlineW 
the skills necessary for physical therapy aides". It is important to recognize that some of the \ ' 
analyses of job skills in this plan may seem incomplete; it was •discovered during interviews thai' 
job descriptions vary widely according to location and patient population. ■ Job despriptions may jlso 
reflect, individual training, differenced of the physicaltherapists, who are in turn primarily responsible 
for training the aides. Because they also differ with individual patient trea.tment plans, job skills ' 
themselves w^re difficult ^o define, and thoroughly categorize. ^The notion of people*with physlca'l or 
mental handicaps working as physical therapy aides often meets with unease within the profession. This 
perhaps reflects the professional training image which most medical fields try to maintain; the iubpicion 
seemed to be that the handicapped could' hot fill this image, ' ! 

It is necessary to distinguish between a physical therapy "assistant and a' physical therapy aidei The 
physical therapy assistant's instruction comes frpm a rigorous 2-year college ass.ocia'te degree program; 
state testing and licensing is also required. The physical therapy aide is trained primarily on-the-tob 
by the registered physical therapist, yho has had a four-year, highly selective professional tj!ainlng 
program in college.' The caution regarding handicapped students in general is perhaps somewhat* justified 
when one considers the rigorous training which a registered physical therapist experiences to become a 
professional allied health person. It is especially important to note the reality of this concern^ towards 
the handicapped when the teacher initiates the use of this plan. ■ • . ' i 



Physical Therapy Aide Training Plan - Target Population^ and Locations - In the departments interviewed, 
there was better acceptance of .training disadvantaged students (who were considered to be free of most 
mental and physical "handicaps") to be successful physical therapy aides. The disadvantagement could be 
educational, especially as long as the student maintained approximately a junior high level of reading, 
arithmetic, and writing skill. ''This is important for any. possible' paperwork which the aide may do. 
Some clinics require a high school diploma, but mogt agreed that much of the training was of necessity 
oti-the-job,, and speci^c to particular patients.' If the student trainee's di?advantagement was "social," 
or involved such student problems as delinquency, there was more caution and^oncem from the department 
heads, who were not anxious to train students extensively in the basic patient relations and professional 
ethics related to the job. . , ■ - 

There was much emphasis on the_ need for gc«Dd physical health and strength in properly helping to lift, 
transport, and exercise patients. One therapist also noted that good physical stature is important ' 
in communicating "physical normalcy"-' as a goal for a debilitited patient. (For exaii|)le, it Vas noted 
that a stroke victii needs a good model to motivate him to re-learn proper walking gait;s) . ' ' 

I strongly suspect from my own experiences with these interviews that a teacher of the disadvantaged ' " 
would need a fairly cooperative and persuasive manner to convince' physical" therapy departments to hejlp 
train students as, physical therapy aides. Perhaps tontacting smaller clinics or private nursing homes 
would lead tp more successful use of this plan than in applying it tp a larger metropolitan hospital 
setting. In the larger settings, there was more reluctance to take the time, budget the money, or accept 
the liability of student trainees..* I feel these are,basically realistic and justified concerns, llie - 
smaller nursing homes also especially tended to h^ye long-term recuperative and handicapped patients, 
allowing the student aide' and the patient time to idjust personally to each other and the job, unlike 
the constant short-teim'patient care common' to many clinics and 'hospitals. 



*lhere are several probable reason^s for this reluctance. First, one must realize that a registered 
physical therapist pays liability insurance and essentially bears the expense of the lawsuit if sued. 
Also, there' may not be adequate tii^ to participate In th$ supervision of students. . . ' 



TRAINING PLAN FOR COOPERATIVE VOCATIONAL tOUCATION ^ 



ThC ' (Name of Business Finn) X iH permit (Name of Student 1 



from (Name of School) 



High School to enter their establishment as an employee under'the supervision of (Name) 



for the 



purpose of gaining knowledge and experience in the occujational area, of Physical ■nierapy 
the student may prepare for a carir as aM Physical itierapy Aide (p. t.a.) 



so that 



Approximate 
Time 



Continuously. 



w 



\ 



Continuowsly 



,( 

ERIC • 



Learning Activities 



Profeasibnal Ethics and Behavior 
,1. Learn not to discuss patients, their 
. ■ treatment, records or family history 

with anyone other than the profes- 
■ . sional clinic staff or the Registered 
^ Physical Therapist 
2. Develop the professional maturily to 
..•avoid teasing or .jolting about a, . 
patient's condition with anyone" 
. 3. Observe , all rules regarding, limited 
' access to patients medical records 

Behavior and Role, of- the Baployee 
,1. Leani to recognize personal Imowledge 

and training limitations , 
2. bevelop ability 'for gentle and 
■ . . responsible patient handling 



OJT. 



In 

School 



X 
X 



Evaluation 



/ 



Individual 
Study Assignment 



student should read any 
books or p^hlets on appropriate 
job behavior that may be 
suggested by the Registeted 
Physical The'rapist 



4 



Students might practice passage 
oh one another - object is to 
learn gentle familiarity with 
touch and paiti avoidance 



• 195 
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\'"':\ y ' .y Occupation - Steam Table Server 
; ^Ug''^ested:TAr^^ - Educable Mentally Retarded 



* . - 



2i0 



/ 



T^arget Population - Itie following training plan is designed for the educable 
mentally retarded. The student, ^ducable mentally retarded, will exRlbit 
minimuin qualifications for the .job in the areas of memory, speed and coordination, 
and appearince. H^e training plan assumes the school has a steam table or 
kitchen to which the teacher would have access for training purposes. 



• 1 



' I. ' 




TWINING PLAN FpR COOPERATIVE VOCATIONAL EDUCATION 



The 



(Name of Business Firm) 



will permit 



iNaine of Student) 



from 



(Name of School ) 



' High School to enter their establishment asjin employee under the supervision of_^ 
purpose of gaining Idionledge and experience In the occupational area of ^^^^^^^ 
the syent may prepare for a career as aM steam^abie' server 



for the. 



so that 



Approximate 
Time 



four greeks 



H 

K 



two weeks 



four weeks' 
one week 



213 



0 . 
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Learning Activities . 



'Knowledge of Nutrition 
L*Exhibit knowledge 'of the general cata^ 
gones of foods, the body's daily 
^ requirements and how food^ contribute 
" ' to health 

2. Exhibit general knowledge, of special 
' diets; diabetes, orgaiiic disorders 
(ulcers, liver), allergies, reducing 
diets and pregnancy 

Food Vocabulary ■ ^ 

1. Exhibit 'icnowledge of the basic terms 
involved in food preparation 

2. Prono,unc6 and demonstrate knowledge 
of copoon foreign food terns found 
on menu boards such as du jour , a la 
carte, tet'razzine , stroganoff , pizza , 
cacciatore 

I 3. Spell the copwn 'items found on menu 
boards 



OJT 



In 

School 



Evaluation 



Test 



Test 



Test 



Oral Test 



Test 



Individual 
Study Assignment 



View fill: Foods that Build Good . 
Health 



View film; Foods , Fats and 
Fryers 



Work with chart of terns and ' 
definitions 

listen to correct pronunciation 
on tape and tape own pronuncia- 
tion . , 



Study spelling list with accor 
panying tape to pronounce the^ 
words 



*For specific infonation related 
to these assignments, see bibli- 
bgrapby of books » paifihlets, . 
^filoSi and fi^ostripi on ^^1}', 



Approximate 
Time 



continuous 



U 



continuous 



continuous 



continuous 



^ Learning Activities 



ERIC 



Food Vocabulary (cont.) 



Food Handling ' 
1. Demonstrate proficiency in use^of 
quipment' used to portion serve: pie 
marker, slicing knife, carving knife, 
scoop, serving spoons, tongs, meat 
spatula ? 



2. Show which piece of equipment is 
appropriate to portion and serve each 
type of food 

3. Demonstrate efficiency in handling 
' food . 

a. gently hand plate to guest 

b. help children reach the plates 
. c. warn guests of hot plates 

d. prepare a carryout Order properly 

1. appropriate plate and covering 

2. carryout utensils, napkin, etc. 

e. refrain from stirring fragile and 
easily broken vegetables 

f. 'pick up food in windows immediately 

g. select pan sizes which fit steam 
table 

h. keep burners turned to proper 
teo|)erature of 190 degrees 

Portioning . 
1. Demonstrate correct weighing and 
measuring technique 

a. weigh on scales to deteminci 
correct portions . 

b. practice .to see that the portion 
. conforms to weight 

• c. portion in one dip 



OJT 



X 
X 

>x 

X 
X 
X 

X 

X 



X 
X 



In 

School 



X 
X 



X 
X 



Evaluation 



Observation 



Observation 



(^servation 



Observation 



^Checking 
weight ' 



Individual 
Study Assignment , 



Make poster on which you paste 
pictures of various dishes together 
with their correctly spelled labelf 

Study names of utensils from a ' 
chart ' . ', 

Teacher demonstration of use 

Student demonstration of profi- 
ciency on videotape 
Hake poster naiching equipment vit^ 
.food 

Demonstration on videotape 



View filmt Motion Economy as 
Applied in the Kitchen 
View film; Slirigin' to food 
Handling v 



Teacher demonstration 



Student practice with scales 



X Observation Jractice with utensils 

V m 
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■ Approximate 
. Time 



continuous 



Learning Activities 



Hygiene 

1. Wash hands properly before reporting 
to work and after using restroom ' 

2. Wear a hairnet which covers all the 
hair from forehead to back 

3. Adjust the hairnet in the dressing 
room only 

4. Wear a clean 'uniform with an' apron 

5. Use equipment which pronbtes sanita- 
tion: plastic gloves if indicated, 
tongs, etc,. 

6. Hold plates by the edge to Iceep your 
thumb off the eating surface 

7. Replace a plate which mi^ht have been 
accidently touched on the surface 

8. Clean the giass front of station and- 
wipe divider ledges frequently 

9. Refrain' from serving from cracked or 
• , , chipped dishes . " 

10. Refrain from touching hands to face 
when sening food ^ ■ 

11. Refrain from wiping the surface of a 
place with a towel 

■12. Refrain from serving anything dropped 
from the counter 

13. Follow. refrigeration procedures for 
coffee 

14. Obtain a valid food handler's health 
card every year 



OJT' 



X 
X 



X 
X 

X' 
X 
X. 
X 

X ' 

X 

X 



In 

School 



X 

X 

X 

X 
X 

X 
X 
X 
X 
X 
X 
X 
X 
X 



Evaluation 



Observation 



S3 



Individual , 
Study Assignment 



View film: Why Foods Spoil - Molds , 
yeast ' Bacteria 

Field, trip to cafeteria to observe 
proper sloirage procedures 
Read: "Safe to Serve", N.Y. State 
Department of Health 
Read: "Forty-Eight Ways to ^oil • 
Food Inspection", Indiana Restau- 
rant Association. 



2ft 



! 4. ofl3 



Approximate 
Time 



continuous 



three weeks 



Learning Activities 



JERIC 



Safety 

1. Learn about steam and its .properties 

2. Learn the use of potholders and towels 
to avoid burning 

3. Learn to bend properly 

4. When cutting, cut' away from yourself 

5. Avoid wet hands when working with 
electrical appliances or around. 

' ■' electricity 

6. Mop floor spills insnediately 

7. Practice balancing food items with one 
and both hands 

6. Arrange items to be balanced before 
■ balancing 

9. Change pans on the steam table using 
the following procedure « use a dry 
towel, one at each end of the pan. 
With tongs, raise one end to let the 
gush of steam escape. Keeping hands 
and arms well back, lift, using 
straight. up and out motion 

10. Always use dry towels to take pans 
. out of tjie wamer 

11. Refrain from pouring coffee when 
several' people are around the station 

12. Use a dry towel to remove coffee 
grounds from tjie basket ' 

13. Demonstrate fitet aid procedures 



OJT 



Duties of the Meat'SerVjer . ' 

1. Keep the teii?)€ratu'te correct on" the 
steam 'tabl,e, check temperatures, , 
periodically ; ' 

2. Balance colors when placing meaf on 
the steam table 



In 

School 



X 
X 



(t 

X 



Evaluation 



Test 
Observation 



Demonstra- 
tion 



Observation 

and ^ 
demonstra;* 
tion 



Cbservation 



iDdl vidua! 
study Assignment 



View film: Kitchfen Safety 

View film: A New Wa^ to Lift . 
Read: "Knives & Carving", Ekpo 
Housefwares 

Make poster of hazards on the job 



Read: "Use Your Head to Save Your 
Back", Co-op Ext., Cornell Univer- 
sity;';. ■ 



Student recor^ls' his practice on 
videotape 

.Teacher' demonstration 



Red Cross resource person as 
demonstrator 



Field trip to school cafeteria 
to obsene steam table servers 

Practice color arrangements 



220 



Approximate 
Time 



.221 



ERIC 



Learning Activities 



3 J Greet the guest 
' 4.\Knq,w the names of meats and the type , 
of preparation , 
5. Know the special of the day 
6! Know .prices of each meat item 

7. .'change the menu board whefi 'replace- 
ments are necessary ■ 

8. ' Serve the largest looking portion . 

first 

9. Be consistent in portions served from 
customer to customer and from day to 

■ day 

10. Know what constitutes a child's 
portion ,< 

11. Know wh,at constitutes one order of 
chicken, light or dark meett 

12. Serve broth and gravy -with portions 

13. Know what seasonings are in each 
'■dish ' \^ 

14. Know what fish'i^ without bones 

15. Dip from the'bottom of' the pan to 
insure well-cheated food 

16. Keep the pan full • ' 

17. Communicate with management if the 
food does not appear to be of top^ 

, quality, ' ' 

18. Serve accompaniments such as tartar 
^ sauce, hot sauce, parmesan cheese,. 

soy sauce . ' 

19. Have steak knives, steak plates and 
steak sauce 'available 

20. Order anil serve steak and lobster ' 
as 'a special order 

21. Place fried foods under the heat 
lamps , ' 

22. -Garnish' the sandwich tray with picklesfj 
lettuce , onions , ,telish , mayonnaise , 
and tomatoes . 



OJT 



X 
X 
X 

X 

X 

X 
X 
X 

X' 



X 
X 



In 

School 



X 
X 



X 
X 
X 



: X 

X 



X 


X • 


X 


X 


X 


' X, 

1 


X 


X 



Evaluatiop 



Test 
Obsenation 



n 

n 

N 

M 
M 



' ir 



Individual 
Study Assignment 



study, chart 
Practice setting' up menu board 



/ 



Practice sening ind portions^ 
Study seasonings, chart 

Study fish chart ' 



Make poster of pictures of, foods 
and their acconpajiments' 



222 



Practice preparing.ia garnish' tray' 



Approximate 
Time 



RIC 



Learning Activities 



23. Close the station as directed 

a. clean the area 

b. handle the^ food according to 
stipulated procedures ' 



Keep the^tet^erature correct on the 



Duties of the Vegeitable Station Server 
1. 

steam tab^le 

Balance the colors when placing . 
vegetables on the steam table 
Greet the gueist 
Serve correct portions, neatly 
Strive to serve six custoners per 
'toinute during rush hour 
Keep pans filled and' clean - 
Serve onl| qua.;ty vegetables i check 
taste,, tesperature and appearance 
Dip potatoes' ahd gravy correctly and 
neatly 

Know what ^s being served - whether, 
it is canned, fresh, or frozen 



2. 

3. 
4. 
5. 

6. 
7. 

8. 

9. 



10 



Know what seasonings are contained in 
the dish 

Know th() price of each item 
Dip vegetables from the bottom to 
insure warmth < 

Serve juice with vegetables by using 
a hdleless spoon 

Know what constitutes a child's por- 
tion 

Keep pans fulj[ and appetizing, ^ 
Keep the glass clean and free of' steao 
17.^ Dip soup from the bottom with both 
vegetables and liquid in the portion 



11 
12 

13 

14 

15 

16 



OJT 



X 
X 
X 

I 

X 
X 

X 
X 

X 

X 



X 
X 

X 

X 

X 



In 

School 



Evaluation 



Observation 



Individual 
Study Assignment 



Practice color arrangeiMflts 



Try to identify nature .of food bj 
its appe&r&nce during field trip 
to cafettfrifi' 



Practice dipping and serving 
Practice portions 
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Approximate 
Time 



H 



two weeks 



22fi 



ERIC 



Learning Activities • 



18. Use different utensils for each vege- 

• table 

19. Replace, dropped utensils, 
20., Dip 'off excess grease 

21, Remove vegetables that spill into 
anoth«!r vegetable > 

22. Learn to dish double portions and 
• 'special orders as directed 

23'. Order more food when the pan is still 
■ 3/4 full 

24. Use the microphone pleasantly, when 
ordering ' 

25. Close 'the station as directed 

a. clean the area ' " 

b. handle the, food according to 
stipulated procedures 

Duties of the Bread Server 

1. Know the types olj breads you's.ervej 
white, rye, whole] wheat, cinnamon ' 
rools, parkerhouse rolls, Vienna 
rolls/ co'mbread, biscuits, garlic 

• bread, etc. 

2. Know the correcft portions 



3. Know the 'price df. each' item , 

4. Place the butter and margarine with- 
in cu«toin»r' a. lr?ach , , ' 

!)'. RenovQ unappetizing breads - 

6i Keep hot breads hot « ' ' 

' 7. nagulata the anoynt of b|;ead on the 

' counter 

8. Uie the oldtit bread firit- 

9. Riinova bri adi touched by the cmtoiwr 

10. Bike off bread after baker leaveif u 



OJT 



X 

I 

X 
X 
X 
X 



X. 

x 

i 

X 
X 

X 
X 
X 



In 

Sctiool 



X , 

X 
X 
X 



X 
X 

X 
X 
X 



Evaluation 



Observation 



Observation 



\ 



N 
H 

H 



Indlvldi/al 
Study Assipent - 



'r 



||ractic6, cutt'ing/jeEvihg the 'bread, 

.'Practioe portions to ach'ieve cor- 
rectness 



CoUeGt picture* of unappetizing 
b^eadi ' . ' ,' 



Pnctlce biking 
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ApproxliAate 
Time 



two weeks 



H 



four wbeks 



ERIC 



Learning Activities 



Duties of the Beverage Server 

1. Make coffee with special rftention to 
the following: 

a. using filters 
' b. filling the basket 

• c. throwing away the used grounds 
d. reje§fiAgt»14.coffee. 

2. Pre-j|tew'ofvly a ipw cups at a tii?e, 
evgn during^irtish^^hour 

3. L^rn:/tp 'make 1^^^ Sanka, hot ' 
tja,;:fce(j't^i', _ 

^4. Le5jijn,,the 'types of soft drinks > 
avaiite for sale 

• 5. Know the price of each item 

6. Know procedures involving serving or 
using ice 

7. Stock up for the rush hour 

8. Clean area as directed, using urn 
cleaner, on' the coffee urn periodically 

9. Close the station as directed 

Duties of the Salad Server 

1. Know the names of the salads such as 
bean, cream and cole slaw, chef, > 
carrot- raisin, tuna, fruit, combina- 
tion, jello 

2, Master the one-dip/tdchnique • 
h Learn the portion chart 

4. Core and cut tomatoes into usable 
wedges 

5. Know the types' of salad dressings such 
as Plench, Russian, Ihousand Island, 
Blue Ch'eeae, Oil and Vinegar 

6. Know the fruit juices and their naii«fi 

7. Rotat;e: ^alads to sell the oldest f irit 
:,e.^:'!^yit4;ii^e, wilting sAlads^' discard 
■'9;- Store' salads properly. ;to ;prev«nt 
■ browning (Use an anti;''Oj(l(Jent for . 

lettuce Iteme) ' ' , ,', ' 



OJT 



X 
X 

X' 

X 
X 
X 

X , 

X 
X 



X 

X 
X 



In 

School 



X 

"x 

X 
X 



Evaluation 



Observation 



Observjttion 



_ ■ f 

H > 



t '* J 



H 
H 
M 

■H 



Individual 
Study Assignment 



Teacher demonstration. Student 
practice 

Field trip to view types' of coffee 
urns at supply house 
View filmstrip: Coffee , Please , 
Coffee Brewing Institute 



Practice this routine 



Practice cleaning urn in school 
cafeteria 



Make salad chart and label 



^r'^6tipe dipping salads 



ira'c&jf coring and olittijig: . 

KaHf i'p^iter of juices an'd salad 
dreiidiligs 



m 



Approximate 
Time 



three weeks 



ERIC 



T 



Learning Activities 



10; Use the can opener properly 

11. Clean the lettuce leaf by leaf and 
have it available as you assemble and 
dish salads * 

12. Provide the free crackers which 
accompany the salads 

13. Watch for indications of spoilage such 
as bubbling 

14. Cool the dishes which come from the 
kitchen before assembling salads on; 
• them 

15. Restock dish storage shelf and ncA 
■ (Juring slack times 

16. Check the napkin, tray and silver 
supply 

17. Keep the menu board up-to-date « 

18. Discard rejected silven/are 

19. Close the 'station as directed ■ 
', /a." clean the area 

,; ',„v !j.. atpre.,the food acbording to stipu 
;./'j::/;-:/liitei^ pr^ , 



D6ti§i|:9^rt^^^^ '; 
I:Stii^re .'pi4( desserts attractively 
'••/•a.v jirijnge colors attractively ' 
• ' f(b.y;re}ect ragged or broken pieces, 
\ ;!;.V;iiatery meringue, bubbles in the 
" ' '' custard, it^ms with black specks 
2. 'Kriow the type and ingredients of 
. '.iich desserts pies, cakes, cobblers, 
.'-''.^uddingSf brownies, cheesecake 

;:';fJ;JfeiqM the price of each item 
';,;f^,';&t pies with the proper technique,, 
??::;|rUiing the pie marker and dipping the 

';;,f,Knlf« in cold water whin cutting 
,";•'':< Vsieringiii 



OJI 



X 

X 

X 
X 

X 
X 



X . 



In 

School 



Evaluation 



Observation 



■'ic:.'."."' 



Individual 
.Study Assignment 



Deiftonslration ■ 
Practice\leani)^9 lettuce 



Collect picture^, label ingredient! 



Cut and serve pin and cakei' 



230 



■a 



Pafleio of 



13 



' Approximate 

Time 



continuous 



H 



, continuous 



ERIC 



♦ 

Learning Activities 



; ■ 5. Complete additional duties as required 
fixing carry-out orders, giving ^eaijdy 
* to children, etc. ' ' ' 



Connnunicating with the Public 
. 1. Demonstrate ability to communicate 

effectively with the public 
2. Demonstrate understanding of the ways 

we communicate non-verbally • 



3. Greet customers and keep the line movh 
• ing with phrases appropriate to the 

sening station, suggesting 'iten)B toi 
a vaccilating adult ol: child ! 

4. Be positive with the guest 

5. Sell by suggestion, by being alert ^ 
and agressive r ".if 

f v'.' ' 
i > ► 

Maintaining the Job Ihrough Good Kork ' 
Adjustment. ' • . 
,i. Knqtf the personal qualities which will 
enable you to get along with people 



2. Know how to get along with the boss 






OJT 



, 1 



In 

School 



pvaluatijon 



Test 



Observation 



Test 



Teit 
Gbiervation 



Individual 
Study. Assignment 



'I 



Role play situations which would 
0(jcur on the 'job 

Pantomime non-verbal conmunicationB. 
Analyze yourself and others on tape 
for. signs of non-verbal codimuni- ■ 
cations , ' 

View fill: Conmilnicatinq with ' 

■Re^^id;;piaiphlet: You Always Conmiuni- 
' cate ,< S;tai^thing * ' . 
itea<ll3Sl{J It in Many Ways", ' ' 
i^fiald/lt, pp. 29-47' ' ■ 

•'to'l© pj'ay selling by suggestion , 



Read: "Personality Habits" in Get- 
t'ing It Tlwether. , pp; 34-41 
View filmsj Ml\nq wltft Prdblea . 
People I 'flie Forgotten ; Dealing With 
Problem People ; Ihe Hothiad ; Deal- 
with . Prol^lein People i the Scof- 
fer;, Dealing with Problem People t . 
flie Diiorderly Korker 

View Ifilmi Your, Job - You. and Your ' 
Boil 

Readt %at the EDiploy</e Hay . 
Expect", Activity Isr Aotivltlei ' 
in th^MorW of jfjrk , 



Approximate 
Time • 



two weeks 



ERIC, 



Learning Activities 



3. Know how to get the utmost satis- 
faction from this job i 



4. Learn how to follow instructions 



5. Hake ^ou}: personiil appearance conform 
tO't^e cospany^^ess code: 
a. iinifoi^ length 
V , b. 'cleanliihess of uniform 

c. repair oj^ uniform 

d, proper .accessories 

Xnowifig Company Regulations, 
i.Know wli^t to expect in terms of 
"'regulhtions common to most , companies i - 
■< a. breaks ' > ■ 
' b. use 6f company phone 
c. enployee parking 
d'. pack?'^? theck-in . , 

vietvprob^ffiTiai^ period when beginning 



/ 



'f i overtime 

q. provisifon of uniforms 
.],•■ ••'.V 'h. smoking' #6aB 
i. progreM 'review 
]. raisesK 

k. calUng In .jihcin sick or late 

.1. company nee'bifigs 
n, dilchargihg of enployees - 

n. leaves of absence 

.o.'riiignition* 

i'p. Mil policy for iRpio/Mi ,, 

q. holldiy pay 

t, Mdlcil iniurinct, piniion plant 
. And ftfhtr (dnM h#niiflt« 



OJT 



X 
X 
X 
X 
X 
X 

.X 
X 
X 
X 
X 
X 
X 

h 

X 
X 



In 

School 



X 



Evaluation 



Obsemtion 



Test/'-v 



Ind.tvidual 
Study 'Assignmenl 



Read: "What the Employee May 
Expect", Activity 15,, Activities 
in tJie World of W6rk 
Read: "Jobs Have Personalities, 
Too"v^ "Satisfaction in Work. 
Situations", pp. 41-48,-' in Ypur 
Personality and Your Job ' 
Read: "FpUowingliitructionfl", 
Going Places with Your Personality 
pp. 29 - 38 ' . . 
Inteniew person^iel manager of',- '' 
locals cafeteha to obtain 'this 
infortution . ' 



Interview personnel manager of lo^'l; 
cafeteria to obtain tl^is infomati'on 



mi 
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Occupation - Stock Clerk 
Suggested Target^ Population - Mildly Retarded 



A' 



m . 



Introduction - Hiis training plan is an^^^alysis.of skills necessary for grocery Btock-perflons. 
■fte job title is somewhat misleading became the^ actual joyeflnition of "stock-person* can • 
be so broad as to include the skills necessary in cleaning, sacking, and cashiering, also, 
Huch of what the job encoaipasses is determined by the size of the grocery st^e, the .capa- 
bilities of the enjiloyee, and variations in union rules, which deteriine much policy for lany 
'j' le grocery chains. Ttie physical requirementi ^of the job include strength leflpecially us^ of 
^«;u inns, for lifting, shelving, etc)) i projongid ability to stand (especially (cr cashleringh 
.^d general health (needed for any publtc contract job), t t. ' . 

I 

-p: Population - Ihe following plan is designed' foMnildly retarded persons (^e. high EHR ' 
iange), who are also hearing impaired (i.ei partially hearing, psibly with use of hearing , 
aid)'. Persons who function in the high educable range are general^ capable pf basic reading 
and writing skill8.,j, Stocking also requires a basic knowledge of arithaetia- skills, or at 
least -functional recognition of numerals, when pricing, making invmtpry "checks, etc. The " . 
hearing-inpaired EHR person will perforji better in a grociiy-sW posftion if he is capajile of 
good visu^j^erceptual skills, especially concerning balance and\lepth perception. In the . ^ 
leamipcf^ess, visual matching tasks are applicable in teachingNrecognition of various • 
products, prices, or cash register keys, for exanple. Repetition ahd practice of the job tasks 
(which could be re-created in the vocational classroom setting) will winforce the students' 
mastery, and especially increase the confidence needed in real job situations for the educable, 
hearing inpaired person. • . • ' , • - , 




TRAINING PLAN FOR COOPERATIVE TOTIONAL EDUCATION 



The (Name of Business Firm) W ill pennlt (Name of Student) (NaiDP nf Srhrinl) 



High School to enter their estabHshment as an employee under the supervision of (Namp) 



. purpose, of gaining knowledge and experience in the occupational area of 



the student may^jrepare for a career as a(n) . Grocery stock Person (stof^k ckrici 



for the 



•so that 



H 

CD 



Approximate 
•Time 



^ ' ^ Learning Activities 



Skills *Relate^ to Job Success 

1. Know pu transportation routes, or 
other 1 :ible ways of getting to work 

2. Punch in oh tine clock according to 
schedule 

3. Punch out for scheduled breaks and 
, lunch 

4I Oieck with supervisor at end of shift 
before punching out ' 

5. Know not to punch anyone else's time 
card , .V ^ 

6. Know coBpany policy on 'calling in sick 
other absences, or tardiness 

Grooming Skills 

1. Keep regular routine of shower, shaia- 
pooi include fingernails clipped, stay 
cleanshaven 

2. Be- responsible fpr proper care of 
uniform', do not wear jeans or canvas 
shoes 

3. If applicable, keep hearing aid clean, 
in good Wddng order, and well- 
protected by clothing on the job 



OJT 




y 



/ 



In 

School 



X 
X 
X 
X 

X 




Evaluation 




Individual • 
Study Assigrnient 



241 



Approximate 



Earning Activities 



OJT 



In 

School 



Evaluation 



Individual 
Study Assignment , 



\ 

[ \ 



continuous 



i 



2^1 
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Work Habits and Attitudes 

1. Check with supervisor upon starting 
shift for additional job duties or 
changes in aisles to' be stocked 

2. Be friendly and helpilul if customer 
needs assistance, otherwise work 
quickly and quietly 

3. Be dependable and willing to work 

. 4. Check with teacher and work super- 
visor about application and respon-' 
sibility for unioi^ rules and policies 
5. Inform manager of suspected sho^ 
liftfers, do not try to approach any 
one by yourself 

Safety in Work Area and Personal Safety 
1. Be familiar with general safety rules 
of store and how to avoid connon 
causes of accidents 
■ 2. Know all duties and. location of fire 
exits in case^of fire. Never block 
' these areas with skids, boxes, trash 
etc. 

'3. Know how'to use fire extinguisher 

4. Keep aisles free of debris on floors 
or shelves ; 

5. Do not overstock height limits of 
shelves or displays, especially 
with glass iiems 

6. Keep floors as clean and dry as 
possible 

7. Properly dispose of broken glass or 
other damaged items found in store 
or stock area 

8. Learn not to overstuff incinerator 

with trash i 



X 
X 

X 
X 



X 

V 



Continuous 
until stu- 
dent cor 
petently 
performs 
skills and 
behaviors as 
listed for 
job 

Tine adjust 
ments for 
learning 
individual 
items may b( 
necessary 
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9. If customer has accident 

a. help 'injured person 

b. ask fo( witnesses' names 

c. check condition of premises 

d. inform manager immediately of all 
such incidents 

10. Hove skid carefully to side of aisle 
where shelves are located when stock- 
ing, never block aisle 



11. 



Use firm motion 'down and away from 



-fingers when opening cases with razor 
cutter, never' leave tools in aisle 
12.. Do not' wear canvas or cloth sho.es 

13. Recognize 'personal hearing limits, 
' extra care is needed to avoid acci: 

dents . 

14. Do not hurry so much as to become 
..'careless in your work 

Stdck Clerk Duties ' ' 

, .1. Unloading tnicl^s ■ " ■ 

a. , organize backrooln for adequatj^ 

unloading space . ' • • 
count entire load with'' truck dri 
ver to make sure 'amountMigree 

c. wheel loaded carts intdiPraper 
stock area 

d. check off supply on appropriate 
■ " order or invoice form 

2. Backroom set-i? 
. a., separate merchandise by aisle 
and shelf layout, arranglon skids 

b. cle^ upijiany broken or damaged 
stock from truck . 

' C' unload new merchandise with regur 
lar backstock, rotate so all».older 
. stock is shelved first 



X 

X 
X 



• X 
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two weeks 



^ four weeks 



246 

ERIC 



d. keep back are 
. • or misplace nex 

e. load ahd move -darts carefully 
when taking stock to .store 

3. Unloading and opening caias 

a. unload o^^nly one, (fart, or ski^ per 
aisle, on every other aiile 

b. place case on floor in front of 
sane product on shelf : • 

, , c. open cases by .cutting around three 
sides of glass or canned goods/ ^ 
. 'open ^box items (c'ereal, soap, 
mixes) by hand, to avoid cutti;ig 
into product 'packages 

^. Standing prices 

a. use freshly-inked sta]i{)er,'8et. 
on code letter assigned for item^ 

b. set price on stanpei? by turning 
rubber discs, check seating by^ 
stamping on shipping carton 

' c. be able to properly, identify all 
appropriate numeral conbinatioi\8 

d. check with manager for proper iise^ 
' ' of and unit signs (5/$l) 

e. stwg prices across -items in cases 
in "S" shape pattern for maximum 
efficiency and 'speed 

f. stamp lierch^se on top of item 
or in white price .spot designated 

, by manufacturer v^. 

g. check with manager 't^* determine 

, whether' dry goods (noodles, b^ans) 
an^ dairy or frozen foods may neec 
price stickers" 

h. always cheik price book to .b^ sure 
price agrees with shelf Aer 
chandise ■ ■ 
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l-earning Activities. 



i. to change price* reniove (M^price 
with rag ' and alchohbl ; re^teij|' 
new price. On box items, in^^ 
out old price and re-stamp.^ , MSirk 
price sheet invoice as to miy&n 
.prices were changed 
"5. Stocking, shelves 
■ ! a. learn to use both hands indefen-' 
. dently to: , ■* ■ . 

1. pick up full rows^of'box items 
(cereal) from case and place on 
.shelf 

■ 2. pick up canned or glass items 
two in each.hand (uf capable) 
.^d shelf - 

3. pick up handled cartons (bleach 
milk) two in each hand and 

. shelf 

4. ' stock paper products' from case 
. in full rows, picking up as 

many, as possible ^ 
b. face all labels to front of shelf 
' c stock no more than one stocking 
cart per aisle at one time 
d'. move old items to front of shelf 

(new merchandise behind it) 
e. pick up case and brace between 
' second -shelf and your body when 
' stocking high shelves to save 

bending time . 
' f. do not stock higtelj'than customer 
can reach (not o\fer 6 feet) 
• remember to clear floor area'be- 
' fore going on' break. or lunch* 
h. place damaged merchan^ise^from 
case into assiped cart or area.; 
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learning Activities 



1. collect any foreign items from 

workincj iiortion; put back in 

proper area . 
], do not change allocations in 

aisles without manager approval 
k. inform manager when supplies are 

low (with good judgement skills, 

employer* may mark own invoices; 

check wit^ manager) 
L dispose of all uised cases and 

cartpns'^in stockrooct area or 

inclnerjitor , 
6. Stocking dairy or frozen products 
a. always rotate dairy products by 

age. Check rotation codes witK 

manager 

use sticker or special froz^en food 
< ink when pricing dairy or frozen 
products 

c, wipe off dairy shelves with wot 
cloth before restocking 

d. wipe off froat or moisture from 
frozen food area before restock- 
ing 

^- e. proceed according to regular 

stocking rulou, always handling 
food with care (e.g. eggs, milk) 

Other Ijtock Person Duticu 
1. Sacking 

a. if onflloyee cannot hear 'Cflflhiftr*B 
bcl,) ht aack boy, chock with 
ca«hler ovory 1/2 hout or so for 
help (hearing iinpairejd may res- 
pond to flanhing light fldt up in 
hifl Htocking aislo 

b. ttquare off cornera of boxar into 
coniora of nacktti load canii in 
bottom ^ 
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4 



3 



:. load "alike" items ■together 
. 1. sack ro^ats together {i^Jouble 
bag if leaking) Do not load 
soap ^products with ineat; siay 
•spill and spoil taste 

2. frozen foods together 

3. bread and other crushables 
should be at top or in separate 
)Back 

4. light produce at top of sack 

d. do not sack paper items with meats 
; or vegetables t}i&t leak 

e. load heavy items (potatoes, soft 
drinks) direc.tly in shopping 
cart, 

f. load sacks into cart for customer 

g. assist customers with heavy sacks 
• to their automobile' 

Cleaning duties 

a. 'use push broom on floor of store 

b. danpnop area with soapy water for 
wet or sticky messes - 

c. clean up debris from floor area 
and backroom stock area 

d. uso ckansor orf 'fijprei in-cr 
ployees rcatroflmi^amproop floor 
when necesajry 

, Misccllanoous 
a. answer customer guoationB ao 
bftst able or refer them to some- 
one who can answer questions 

:b. chock with manager regarding 
special displays, Bct-ups 

c. nfill caflhiors' grocery sack! 
nvply from itockroom, daily or 
as niaded 

d, bring grocery cirti in fro* out- 
lidii cii[ifuUy ivoid piopli ind 

Irimc y6u iiy wt hpir 
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